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in Canada: Saxon Office Equipment. Ltd... 15¢€ 


The President of Swingline 
Owes Secretaries this Apology 


Our face is —and deservedly so! There you are, each 
day busier than the last, bothered with a million little 
details from collating the boss’ latest tome to fastening 
tags to his gifts for his wife—and here we are, the world’s 
largest manufacturer of staplers for home and office use 
—and we've never really given you the opportunity to try 
all the wonderful equipment we have to offer so that your 
job could be so much easier! Frankly, we’re ashamed. 


In fact, we feel even worse when we stop to realize that 
we make a stapler for your every possible office need 

even that special] one you’ve wanted that made the office 
purchasing agent cry: “If you can find it...you can have 
it!’’ For example, we have that marvel of marvels, the 
completely automatic electric stapler that requires only 
a feather touch to turn out tons of fastening work. If you 
want a master desk stapler, our No. 4 holds 210 staples — 
loads in a breeze thanks to our exclusive open channel. 
The No. 3 is a shorter desk model...the No. 27 a rugged 


one—and you can have it with your company’s name im- 


wirege 


INC. 


LONG ISLAND CITY 1,N.Y, 


printed on it, too. Want versatility in action? Our No. 77S 
does a 4-in-1 job: staples, tacks 
500 staples. 


pins, fastens and stores 
One-girl office? We’ve designed the No. 99 
specifically for the smaller office—yet it holds 105 staples 
for ready action 


And, remember...only SWINGLINE staplers guarantee 
split-second loading, jam-proof performance! There are 
exciting Jeweltone colors to choose from, ultra-modern 
designs to make yours the prettiest desk anywhere. And 
you can tell that purchasing person they’re al] sensibly 
priced, too! 


But trying is believing —and we've neglected you too long. 
So, why not call us today —or ask your purchasing person 
to do it. We’re ready to discuss all your stapling needs 
and problems with you—at length!—and prepared to send 
you the staplers that will answer your individual needs 
for a FREE 10-DAY TRIAL. No obligation, of course. 
Just ask for the man with the face 


Iwtei gti no 2? STAPLER 
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Evans Avenue, Toronto 14, Canada * Wor'id’s Largest Manufacturer of Stapies for Home ano Office 














If youre fus ssy about cetting good copies 


—geta Kodak Montes Copier! 


Verifax copies spoil a boss for all others. They have the look and feel of good 
letterheads ... are a pleasure to read, handle, file. Also, they are as accurate 
as the originals ... and they won't fade or darken over the years. 









See how you can make 5 of these dry, white, more usable 
copies in 1 minute for 242¢ each with Kodak's $99.50 Verifax 
Bantam. Phone local Verifax dealer (see Yellow Pages under 
duplicating or photocopying machines), or write Eastman 
Kodak Company, Business Photo Methods Division, Rochester 
4, N. Y. for booklet describing all Verifax Copier models. 


Prices quoted are manufacturer's suggested prices and subject to change without notice 


Verifax Copying DOES MORE... COSTS LESS... MISSES NOTHING! 


| VERIFAX BANTAM 
COPIER, Model A 


Only SOQ 50 


other models 
to $425 
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Roytype sells over 300 different types of carbon paper 
and knows exactly which types are right for you 


—we’ve got one carbon paper that never ever 
smudges, if you can believe it. 

And of course you can, because this is the famous 
Roytronic Carbon Paper. It won’t smudge... it 
won’t curl! There’s pure imported Carnauba wax 
in the ink formula that prevents “‘treeing,”’ roller 
marks and smudges on fingers. 


Roytronic’s plastic backing keeps each sheet 
straight and flat, no matter what the temperature 
and humidity. And that’s not all. Roytronic has 
itself an even better ink formula that insures perfect 
copies every time, time after time, because it’s also 
much longer lasting. 

Roytronic is packed in a special Carbon-Keeper 
Box... for a neat stow-away in the desk drawer. 

It’s especially suitable for electric typewriters— 
extra-careful typists. Be sure you ask your office- 
trained Roytype representative about Roytronic. 


to 


y™ 


Let him help you stock up on the exact type of 
carbon paper to suit your needs—and the exact 
type of every other office supply, too. Your Roytype 
Representative’s full stock—and full knowledge— 
can help you. Use it! 


® A complete line of business supplies... expert 
E help...and the fastest service, too. 





| 
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® 
RQYAL Royal McBee Corp., Port Chester, N.Y. 


Gentlemen: Please have our Mr. Roytype bring me a free 
sample of Roytronic Carbon paper. 
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Camel 
ink- 
cartridge 
writes 
on and on 
without 
running 
dry! 


e double ink supply... 
double writing mileage. 

e new cone-shaped point writes 
smoother, never wobbles. 

e model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue, red, green or black ink. 

e 49c each ... less by the dozen. 


Venus ball PEN-eil’ 


Jaa iemieniechaiaes bint TS-10-60 ! 


| Venus Pen & Pencil Corp., Lewisburg, Tenn. | 
Gentlemen: | 
| 











Please send free test sample, Venus ball PEN-cil 
| for Stenographers. Ink color 





NAME 





(Please Print) 


FIRM NAME 





ADDRESS_ ._. 





STATIONER’S NAME- 





| 
| 
L 
@PAT. NO. 2,678,634 


4 













FROM OUR 


Mrs. Secretary Speaks Up 
To THE Epitor: 

. . . Why cannot a married girl be 
scheduled to work a 36-hour week and 
retain a “full-time” status? In the com- 
pany where I worked, you could not be 
classified as “full-time” if you worked 
under 40 hours, even though you might 
be able to accomplish in 36 hours what 
it might take an inexperienced person 
48 hours to accomplish. I was an adver- 
tising secretary and loved my work, but 
I couldn’t keep up with having to fulfill 
a 40-hour work schedule. When I went 
on a 36-hour schedule, I still completed 
all of my responsibilities in the office, 
did my work well, and felt better physi- 
cally. But I lost all the benefits of a full- 
time worker. 

When I left that company, they 
couldn’t get along with one girl to fill 
my shoes. They finally had to hire two 
girls and then three to do the work which 
I had been handling alone. 

Please couldn’t someone raise a voice 
in behalf of girls who prove themselves 
to be worthy? I do not believe I would 
have left my job with 
mentioned company had 


the above- 
there been 
some understanding of the problems 
that face a married working girl. 
Sincerely, 
(MRS.) VIRGINIA GAUSE 


To THE Epiror: 

...1'm the first to admit that all of us 
are not geared alike — what a dull world 
it would be if this were the case. How- 
ever, I must also admit that I would never 
be happy being just plain Mrs. House- 
wife all day, 365 days a year. Perhaps 
I’m one of those people who should be 
psychoanalyzed, but I love to work. 

Working keeps a gal on her toes. She 
is constantly meeting new people and 
coping with new problems. Her life must 
run on some sort of schedule, but if the 
family co-operates (and mine does to 
the fullest), this can be rewarded with 
time for relaxation. 

Any girl who is contemplating mar- 
riage/motherhood and a career must 
realize that many pitfalls can befall her 
dreams of mixing these two ingredients. 
First and foremost, her husband must be 
in favor of her working. If she has to 
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talk him into it against his better judg- 
ment, it just plain won’t work. In the 
second place, she must realize that be- 
cause she works she will have expenses 
that she does not have at home, i.e. 
clothes, transportation, collections for 
gifts, etc. In the third place, if children 
are involved, they, too, must understand 
just why Mommy works, and they must 
adjust themselves accordingly. Last, but 
by no means least, she must really enjoy 
working. If housework and office work 
are burdens for her, it can show in her 
health and disposition. 

All in all, I'm a pretty lucky girl. 
Time and time again people have criti- 
cized me for working, and my husband 
has always stood by me. He refuses to 
help with the housework, but because I 
like doing it so much there is no real 
problem here. I do have outside help 
with some of my ironing and usually 
manage to borrow my mother’s cleaning 
gal for a day or two of house cleaning. 
Johnny, our well- 
adjusted, very even-tempered, and so far 


ten-year-old, is 


has been none the worse for wear. 
Life is fun.... 
Sincerely, 
(MRS.) SHIRLEY BAUMGARDNER 


To THE Epiror: 

I am not a mother, but I am a working 
wife and nurse. My husband has been 
bedridden for 23 years. Luckily, my 
mother takes care of him while I go to 
work as a legal stenographer. I take over 
nights and weekends. 

Tough as this may seem, I must count 
my blessings —the main ones being good 
health, a good job, and a good mother. 

... Being a very conscientious stenog- 
rapher (intent on earning the salary and 
then some), I have always been able to 
hold down a good job, and the bosses 
have been appreciative and sympathetic. 
They, together with many helpful 
friends, have managed to keep up my 
spirits and my energy. 

.. - In conclusion, I certainly recom- 
mend that girls study shorthand and 
ty ping — they never know when they will 
need it—it has stood me in good stead. 

Sincerely, 
(MRS.) EMMA RONGCE 
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THE LIGHT AND EASY ELECTRIC TOUCH CU eS AP ED SSeS eS eae aD ee eneeanes - 
OF THE SMITH-CORONA ELECTRA 12. 





ae 
: J Smith-Corona row 
Slip behind a smart new Electra12 and — 447 Almond Street tide 
stage w 
discover its lighter touch and faster  Syracuse1,N.Y. Inerrasig 


action. The Electra 12, you see, is a Please send me the new 16- io 
AD [) full-feat d electri . th page “'Gulde to Increasing Office a 
un-Teawured SIeCwiC ... gives you © Efficiency” and more information 


speed, ease and “‘printed-page” results on the new Electra 12. 


B EA UT | F o | electric typing’s famous for. (Makes up 
to 12 perfect carbons, too.) Name _ — 
TO LU C H Yet the compact Electra 12 is less ies 
than half the price of any other electric 
...even less than a manual! If you’d 4%ress—— —— 


TO YO LJ be like to try it, simply call Smith-Corona City > 


today. Or just clip and mail the coupon 
































| YP| N ( for more information, and a free gift sce —_ 
for your office from Smith-Corona. oe ee - 
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and your 
Stenograph 








are 
wanted ... 





as a top 
management secretary 


medical-scientific 
stenographer .. . 





- - - to meet 
interesting people 


earn a really 
good salary 


court reporter 


And it’s all true! Steno- 
graph is the fastest way 
for you to turn a dull job 
into an exciting career! 
Mail this coupon today. 


Stenographic Machines, Inc. 
8040 North Ridgeway Ave. 


Skokie, Ill. S-1060 
Please send me {full information 
on Stenograph — modern ma- 


chine method shorthand. 


name 





present position 





school 





address 





city zone 
state 
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Secretaries Are Already in Orbit, according to recent tests 
at the Air Force School of Aviation Medicine at San 
Antonio. Airmen put under space conditions found 
them similar to those in the modern business office: 
a constant noise from equipment, a feeling of being 
watched and overheard--beware the boss--and a 
monotony of routine. The result? A headache. 


Those Roaring Twenties never made it out West, judging by 
a recent issue of the Idaho Education News. These 
rules were observed by a teacher of the era. She 
must not: (1) get married during the contract or 
keep company with men, (2) be out between 8 p.m. and 
6 a.em., except when attending school functions, (3) 
loiter in ice cream parlors, (4) smoke cigarettes 

or drink beer, wine, or whiskey, (5) ride ina 
carriage or automobile with any man but a father or 
brother, (6) leave town without permission, (7) 
dress in bright colors or dye her hair or use face 
powder, mascara, or lipstick (and she should wear at 
least two petticoats)...Flappers, anyone? 





if Your Boss Is Being Fired, he may not be aware of it. 
Recent surveys indicate the old method of pointing to 
the door and bellowing "Go" is no longer in vogue in 
the executive suite. He is more likely to find 
himself omitted from the memo list or working 
without a new chair. It is the subtle approach. 

Out are the methods of Henry Ford who piled one 
man's furniture in the corridor and hung a "You're 
Fired" sign on the hatrack. 


Vacation-Happy Executives, Some 1,000 Strong, were 
interviewed in and around Chicago recently with 
these results. Last year 56 per cent spent between 
$500 and $1,500 while some 21 per cent--in the 
Vanderbilt-Rockefeller class--went higher. Warm 
climates were favored with California and Florida 
leading the race. This year? Some 13 per cent 
admitted plans to flee the country and revel abroad. 


FOR THAT TRAVELING but poor executive, the Southern 
Railroad is offering a bargain. Ride now and pay 
later--on the installment plan...HUSBAND HUNTING is 
good this leap year. Census figures show 14,300,000 
eligible males over fourteen for 11,800,000 girls. 
So if you want to exchange that typewriter for a 
trousseau, now may be the time to strike...ATTENTION 
SHERLOCK HOMES. ‘Tis rumored that muggy weather 








a 29¢ Ball Pen 
‘That Wrote | 


Steadily | 
for over 


.. without smudging! smearing! 
blotting, clogging!” 


——  General’s new—— 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you’ve been 
reading about... the most economi- 
cal all-around ball pen you can buy 
— with the highest quality ink 
cartridge ... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND — it’s available with 
an eraser—at no extra cost! 





How Much Would It Save Your Company? 


TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance ... true writing comfort 
. low, low cost — all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 
Extra-long barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 
@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today-on your 
letterhead for FREE SAMPLES! 


“From the findings of the 
New York Testing Laboratories 








ENERAL 


PENCIL COMPANY 


encourages thievery, knavery, and other nefarious 
goings on, so to stop shoplifters, cool the air in 
your department store. 





69 FLEET STREET, JERSEY CITY 6, WN. J. 
Or tober. 1960 7 
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So the boss turned the other cheek 


(and promptly got it kissed, too) 


THE KISS ON HIS LEFT CHEEK? That came for buying her 
Nu-Kote carbon paper—the original plastic—base carbon 
that gives letter perfect work, produces smudge- 
resistant copies, outlasts other carbons 3 to l, and 
does all jobs with one weight and finish. THE KISS ON 
HIS RIGHT CHEEK? That's because he bought her Nu-Kote 
typewriter ribbon — Nu-Kote is the one ribbon that 
outlasts ordinary ribbons 3 to 1, comes on a universal 
spool for 140 different machines, and has a red por- 
tion which even reproduces in Thermo-—Fax and Multilith 
processes. SEND COUPON TODAY! See how good your carbons 
and ribbons can be. 


The sign of an 


NU-KOTE 


CARBONS AND RIBBONS 


outstanding dealer 





Dealer Sales Department 
Burroughs Corporation 
Detroit 32, Michigan 


Gentlemen: 

Send me more information on Nu-Kote ribbons and carbons. Tell me 
the location of my nearest Burroughs M&V dealer. 

Name 

Firm 

Address : 

City Zone State 


— — = = a TS-S3A 











Q. How do you address a husband and 


wife in a case where the wife is a doctor? 


A. This question presents several prob- 
lems. 

Socially. the usual form is Mr. and Mrs. 
John Miller, with Dear Mr. and Mrs. Mil- 
ler as the salutation. 

Actually, this form would also be cor- 
rect for most business purposes—banking. 
financial, correspondence with stores, ete. 
—where the fact that the wife is a doctor 
has little significance. 

When the wife’s medical status is an 
important consideration, however, the 
form 

Dr. Mary Miller and 

Mr. John Miller 


Dear Doctor and Mr. Miller: 
may be used. 


Frequently, a married woman doctor 
continues to practice under her maiden 
name. In such cases, 

Dr. Mary Jones and 

Mr. John Miller 


Dear Doctor Jones and Mr. Miller: 
would be the variation. 





Q. Should the word plannable he spelled 
with one or two n’s? Our office has received 
several memos in which the word was spelled 
with two n’s. Other sources inform us it 
should be spelled with one. We cannot locate 
the word in our dictionaries. 


A. This word is spelled according to the 
rule that, when a one-syllable word end- 
ing in a single consonant (n) is preceded 
by a single vowel (a). the final conso- 
nant is doubled when a suffix that begins 
with a vowel (able) is added. Planner. 
planning, and planned are similarly 
formed. 

This rule will help you with many 
common words. 
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BUSINESS ENGLISH 
Fr ant tor 


SECRETARIAL PRACT . 
vr . “idele 


BUSINESS Law 
Mal delet ta aad 


| tele. 2.94 4.1), ie 
Marshall Hanna 
TYPEWRITING 
‘ian yo 
BUSINESS ARITHMETIC 
vian W A f 


SHORTHAND 
Ce lal. - 


FiLinGc NV Mae Sawyer 





(). Woh ch s the prefe rable filing proce 
lures 
When fil ne either 


ox-type file or in an everyday book-type 


alphabe tically in a 


Ale e do you file alter the le tfer or before it i 
That is. do vou file the A’s before the page 
hat savs A or after the letter A? 


{. When filing papers in a box- or book- 
type file, you should place them after the 
correct index sheet, to save extra motion. 
Phat is, papers indexed under the letter 
{ should be filed after the index sheet A. 





0). Certain te rthooks on I 


musiness English 
sper should crite the date thus: 
Ist of Mav. but Mav 1. Is ‘his exclusively 
also apply to 
speech? Is it correct. then. to say May 1 

onounced one). or should one read it 


Mav Ist? 


le critten matter or does 


{. It is not possible to give a hard-and- 
woken form of May 1. 


In informal and social letters, we think 


fast rule about the sy 


the tendency would be to read the date as 
Vay first, whereas in reading a business 
letter or document one would read it as 
typed, Vay f 

In reading letters to a transcription 
class. a teacher would probably read the 
form that should be transcribed, unless 
she was deliberately testing the students’ 
knowledge of the rule vou mention. 


QO. Whea referring to ce 


x 


tuin equipment 
model number of which begins with 
should I refe 
assume that the reader will apply the 


to “a 01300 machine” 


letter “oa” sound and thus refer to “an 01300 


machine” 


{. In mentioning a machine number or 
iny serial number that begins with Q, it 
is customary to call the digit by the letter 
o” rather than “zero.” “cipher.” or 
Therefore. the indefinite article 
having 


nought.” 
would be used, the letter “o- 


rhe vowel sound. 
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ACCO 


BINDS BEST 


, COSTS LESS 


he . 
Cea » 
ee 


# 
% 
>see 


Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


_ ACCOPRESS | 


GENUINE PRESSBOARD BINDERS 


ASK FOR ACCO's new booklet 
‘Ideas That Save Time and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS 
A Division of Natser Corporation, Ogdensburg, N. Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


QO. Does the phease in re (no punctua 
Ve 


tion?) follow the salutation? 


4. The phrase in re is not an abbrevia- 
tion but a Latin phrase meaning “in the 
matter of.” Therefore, no period follows 
it. When the term is part of a business 
letter, it is considered & subject line and 
therefore precedes the body of the letter; 
it follows the salutation. 


Q. Hou would you formally address a 
Catholic priest? 


4. The formal form of address for a 
Catholic priest is: 


The Reverend 
or 
The Reverend Father.. 


only). 


(name in full) 


...(last name 





Q. Is it correct to address a letter in this 
manner: 

Viss Mary Jones 

and Miss Theresa Smith 

5 Currey frenue 

Chelsea. Massachusetts 
or should a separate letter be written to each 


person? 


A. Whether or not it is permissible to 
address a letter to Miss Mary Jones and 
Miss Theresa Smith at the same address 
depends entirely on circumstances. If 
Miss Jones and Miss Smith are two girls 
living together and the letter is of an in- 
formal social nature. such as an invitation 
to a shower. one letter would suffice. 

If the letter were of a business nature 
or were a formal invitation, however, two 
letters should be written, since two an- 
swers would be expected. 





CxRPENTERS 


have their own pencils 


























PLAYERS 


give us his name. 









SHIPPING CLERKS 


have theirs 





Now A.W.Faber gives Secretaries 


TENOSTIK: 


—especially designed for shorthand 
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AW FaBer STENOSTIK TRe Ball Pen for Shorthand 








What makes STENOSTIK different from the rank-and-file 
ball pens some girls are using? 

A long, slim tappered grip that gives comfortable trac- 
tion and allows a Secretary to take shorthand by the hour 
without fatigue or finger cramps. STENOSTIK is light as a 
feather and perfectly balanced. The smooth, sure-flowing 
ink supply never skips, clogs or clots. It’s a joy to use. 

STENOSTIK and its famous sister product, ERASERSTIK 
are dependable standbys for professional Secretaries. If your 
Stationer doesn’t have them in stock, write to us and please 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 








Q. Is the following statement, pertaining 
to business law, true or false? 


\ minor, after becoming of age, must dis- 
affirm an executory contract or he will be 
bound on it. 


A. False. A minor must affirm an execu- 
tory contract within a reasonable time 
after coming of age in order that it may 
be enforceable by him. 

If a contract is executed before the 
minor reaches maturity, he must dis- 
affirm it within a reasonable time after 
he reaches maturity, or he will be bound 
by it. 


Q. Which of the last words in the follow- 
ing sentence is correct, and why? 

Doubting his own adequacy has led to a 
tendency to withdraw and to accede to 


others more aggressive than (he, himself). 


£. The sentence you quote should end: 
*... to others more aggressive than he.” 
When a pronoun follows than in a com- 
parison that is not a complete clause, the 
correct form of pronoun is determined by 
mentally supplying the words that are 
missing. In your sentence the meaning is 
“to others more aggressive than he is.” 
The pronoun is the subject of the under- 
stood is. 
Other illustrations: 
Mary types better than /. (Meaning 
than | do.) 
John is taller than he. (Meaning 
than he is.) 
But: 
I like you better than him. (Meaning 
than I like him, the pronoun being the 
object of the understood verb.) 


Q. Where in a letter do you plac e the sub- 


ject and attention lines? 


A. The subject line and the attention 
line are two extra parts of a business 
letter. They are not one of the five neces- 
sary parts: as, the body, inside address, 
etc. Consequently, there is no set rule that 
governs their placement. Traditionally, 
the attention line is typed two spaces be- 
low the inside address and the subject 
line two spaces below the salutation. 
Legal firms usually place the subject line 
(In reply, refer to) below the date line. 


Q. What is the form for addressing a rep- 
resentative to Congress? Is Mr. or Honorable 
preferable? 


A. The customary form for addressing a 
representative is: 

The Honorable William I. Lynch 

House of Representatives 

Washington 25, D. C. 
Although it is not necessary, you may, if 
you wish, add a line giving the district 
and state represented. 

Mr. is used after The Honorable only 
when the person’s given name is not used; 


thus: The Honorable Mr. Lynch. 
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osephine K. works in an office where 
many of her co-workers like to chat. 

This secretary is busier than the girls who 
sit near her, and she has neither the time 
nor the desire to join in the gab sessions. 
She prefers to keep busy. and although 
she doesn't resent the fact that the others 
talk among themselves, she is annoyed 
when they try to draw her into the conver- 
sation. When the talk turns into gossip. 
if exasperates her even more. Her boss 
has shown that he regards the office as 
a place of business, not a setting for un- 
offi ial “kaffee klatsches.” 

Because Josie does not take part in the 
gab fests. some employees feel that she 
is a “stuffed shirt” who thinks she is 
too good for them. One woman has gone 
as jar as spreading malicious gossip about 
Josie in order to get a rise out of her. 

Josie’s plight is a common one among 
secretaries who have plenty of work to 
do and no time to kill. Her problem is 
how to avoid time-wasting chatter and 
gossip and still stay on good terms with 


her co-workers. 


Solving the Problem 


Let's divide Josie’s problem into three 
parts and deal with each one separately: 
(1) avoiding conversation when she is 
busy: (2) staying on good terms with her 
co-workers without joining in the gossip: 
(3) dealing with malicious gossip about 
herself, 

(1) Other busy secretaries have evolved 
various ways to discourage idle chitchat 
when they are swamped with work. One 
method is to explain to the talker, “I'd 
like to chat with you, because it’s always 
interesting to hear what you have to say, 
but | have to finish this work right away. 
\laybe we can talk during our rest period 
or go to lunch together.” This tactful 
ipproach would indicate that Josie is 


illing to talk but can only do so when 
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she has completed all her assignments. 
If the talker is merely an acquaintance, 
rather than someone Josie sees during 
breaks or at lunch time, a different tactic 
can be used. Josie can pick up a paper 
and say that she has to deliver it to an- 
other office immediately. The few min- 
utes it takes her to walk down the hall 
and back will mean less time wasted than 
if she had remained at her desk trying 
to cut a long-winded conversation short. 
Another possibility . . Josie could 
tell the chatterbox that her boss has made 
remarks about people who waste time 
talking over personal matters during busi- 
ness hours, and she hates to offend him. 
One more method that has worked for 
some secretaries is to continue working 
alt top speed when someone stops by to 
chat, just nodding absent-mindedly until 
the caller gets the idea that her captive 
audience isn't listening or responding. 
(2) Though gossip may seem like a 
harmless pastime, the damage it can do, 
if unchecked, is summed up in a Japanese 
proverb: “The tongue is only three inches 
long. but it can kill a man six feet tall.” 
Few people think about the effect of 
spreading rumors. however. As a psychol- 
ogist said, “Gossip is the sin of ordinary, 
good people. They wouldn't think of steal- 
ing or doing anything else that is not con- 
sidered proper behavior, but they enjoy 
talking about their neighbors.” Usually, 
gossip stems from envy or jealousy. We 
don't spread rumors about people who 
seem less fortunate than we, because we 
feel superior to them. But if we feel in- 
ferior to someone, because of his personal 
qualities, popularity, or signs of material 
success, that person often becomes a tar- 
get for talk. 
One way Josie can slow the wagging 
tongues is by continuing to refuse to lis- 
ten. Gossip flourishes only with an “all- 


ears’ audience. (Continued on page 53) 





A 
file clerk’s 


thoughts of 
PENDAFLEX ! 


And why not? Oxford Pendaflex 
hanging. sliding folders create a year 
round love affair in any office. The 
boss loves the accuracy of exclusive 
Pendaflex “Keyboard” selection. 
Office managers pledge eternal devo- 
tion to the timesaving efficiency of 
those fast-sliding folders. And, of 
course, file clerks are rapturous 
about the ease of Pendaflex finger- 
tip control of all file drawers. 
Courting greater efficiency for 
your office? See your franchised 
Pendaflex dealer or mail the coupon 
for full details plus free File Analy- 
sis and complete Oxford Catalog. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 














In Toronto, Luckett Distributors, Ltd. 


)fosd 


FIRST NAME 
IN FILING 





OXFORD FILING SUPPLY CO., INC. ! 
14-10 Clinton Road, Garden City, N. Y. | 

Please send free ‘File Analysis Sheet” | 
and Big 60 Page Catalog of Filing | 
Systems and Supplies. | 


NAME 
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This “different” tape that disappears 
mends torn pages to last for years! 





S. Par. OFF 


SCOTCH BRAND 
No. 810 Magic 
Mending ‘ape 


for permanent paper mending 








This amazing tape practically disappears on contact with paper, will never turn 
yellow, crack, peel or ooze adhesive, or get sticky. Trust it for all permanent 
paper mending and sealing. Available at stationers everywhere. | 


“SCOTCH” BRAND Tapes are a girl’s best friend! 
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Between 
US girls..: 


by Nancy 


While we’re on the subject— 
a smart stocking-saver idea is 
to cover desk or 
drawer edges with 
smooth strips of 
tape to stop snags 
before they start. 





First aid for nylons: stop stock- 
ing runs temporarily witha tiny, 
inconspicuous tab of “ScoTcH” 
BRAND Magic Mending Tape. 
It won't show. 


When you've torn an impor- 
tant paper (and just who doesn’t 
have accidents?) don’t burst 
into tears—reach 
for the “ScoTcn”’ 
BRAND Magic 
Mending Tape. 
Mends so invisibly 
the boss probably 
will never notice it 
—and certainly 
won't object if he does! 


Sign seen on an office wall: “I 
like work, but it sure breaks 
up my day!” 


Smart girls make their work 
easier by using the right 
“ScoTtcH’’ BRAND Tape for 
every office job. You, too, can 
become a tape expert in one 
easy lesson. Write to me, Nancy, 
Dept. CBM-100,3\M Company, 
St. Paul 6, Minn. for my free 

Me booklet that shows 
you why ““ScoTCH”’ 








. 


ScoTcH a 
a“ BRAND Tapes are 


“=~ _a girl’s best friend. 
SCOTCH AND PLA DE N ARE REG TERED 
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STAMP-O-SEALER stamps and seals outgoing 
mail in seconds. Lightweight: gunmetal grey. 
It can handle up to 1,500 envelopes with one 
filling of its water reservoir. Gummed side of 
envelope is inserted, stamp readied by twist 
of a dial, then plunger is pressed. Just $9.95 
(plus shipping costs); from Stampton Mfg. 
Corp., Dept. TS, Glen Cove Ave., Glen Head, 
N.’ 


KLEEN-TYPE eliminates brushes, liquid mess, and bother when clean 
ing typewriter keys. Just peel off the back of this pretested “magic 


strip,” roll it into the machine, set for stencil, and tap each key 
against it four or five times. In less than two minutes your keys will 


give clean, sharp impressions again. Information from: Kleen-type, 


Inc., Dept. TS, 44 E. 53 St., New York 22, N.Y. 


*“FLIP-TOP”’ is audio-visual slide film projec 
tor designed primarily for use in person-to 
person selling. Self-contained and weighing 
only 13 pounds, it is packaged in tan vinyl 
case: plugs into normal outlet. Accommo 
dates 35mm film strips and 45 rpm records. 
Special attachment for car battery. From 
DuKane Corp., Dept. TS, St. Charles, Ill 





SCRIPTO “ESCORT” features a new “filter tip” for clog-free writing: 


perma-textured ball point for 


greater endurance: increased ink 


capacity. Chrome-topped, it comes in four fashion colors: charcoal, 


sage green, sea blue, and coral red. Price is only $1.69 (refill 59 
cents); from Helen Gallagher, Dept. TS, 413 Fulton St., Peoria, Il. 





THE GBC ELECTRIC COLLATOR can be used 
to bind a book of office or sales material in 
15 seconds. After collating, secretary just 
punches pages on electric punching machine 
at right then uses binder to enclose the 
material in multi-ring plastic binding. Infor 
mation from: Advertising Director, General 
Binding Corp., Dept. TS, Northbrook, Ill. 


UNI-MATIC “‘AUTO-STAT” photocopier fea 
tures a new high-speed motor that cuts to 
7 seconds the time needed to make one copy. 
Has exe lusive one step syn hronized opera 
tion, push-button control, and “Sweepline” 
color control dial. Price is $423.50; from 
American Photocopy Equipment Co., Dept 
TS, 2100 W. Dempster St., Evanston, III 








There's a 


TIFFANY STAND 


that's best for your purpose 


MODEL 
5000 


Greatest ALL PURPOSE, 
completely safe Stand 
fer costly office ma- 
chines. Adjustable open 
tep ... noise-escape 
hatch. Castings cover 
retractable casters; 

enchor firmly on floor. 















MODEL > 
8800 


EXTRA HEAVY 
STAND for many 
types heavier, elec- 
trically operated, 
office machines. 
Square, tubular 






legs. Solid steel top, under- 
coated for sound-vibration abatement. 





For further information 
write Dept. TS 


: SA 
TIFFANY STAND CO. 


7350 Forsyth + St. touvis 5, Mo 





GUARANTEED TO 






STAPLEX 
AUTOMATIC 
STAPLER 
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Why pay for hand-stapling office overhead 
needlessly? Try the amazing Staplex Auto- 
matic Stapler for 10 days~at our expense. 
We guarantee it will cut your present costs 
in half...or you don’t pay a cent! 


Over 100,000 users have proved Staplex’s 
economy. Machines staple automatically — 
as fast as you feed them. No training needed. 
No drudgery. Write for details of this unique 
money-saving offer now. 


The STAPLEX Company 


780 FIFTH AVENUE, BROOKLYN 32, N. Y. 
World's Larcest Manufacturer of Electric Staplers 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON Pace 5) 


The Sound of Long E 


The following brief definitions indicate words that contain the sound of long e. 
How are these words spelled? 


1. Unpleasant self-esteem. 6. Important official in sports events. 

2. To mourn. 7. A wharf. 

3. Persons. 8. Solution to problems. 

4. The capital of Arizona. 9. Mechanical contrivance to perform work. 
) 


5. A world-wide beverage. 10. Antonym of abstract. 


Small-Word Confusions 


The words in the following groups are frequently confused: its, it’s: theirs, 
there's; your, you're; their, there, they're: then, than: whose, who's. 

Complete the following six sentences by inserting the correct words from the six 
groups, using all the words in one group to complete any one sentence. 


Bs. ccs the player always asking, * turn is it?” 

- SE sure, are you. that the compact was in handbag? 

— too early in the month for the bookkeeping department to close books. 
ees every reason to believe that the goods lost are 

ane certain to reach first because car is newer. 

i: seen 1 told her why I am discouraged: Mary's grades are higher........ mine. 


Divide Them 


How would you hyphenate the italicized words in the following sentences? 


1. We buy our vegetables from a truck farmer who delivers his produce to us. 
Last term his attendance record suffered because of his ill health. 

1 must refuse her invitation because of a previous engagement. 

In 1961 we expect to produce twice as many machines as in 1960, 

Do not throw refuse into vacant lots. 

Don’t fail to record all contributions, no matter how small. 

Ill be ready to go in just a minute. 


2A Ui mR WwW NO 


8. At present we have no vacancies in our stenographic pool. 
9. Mother, may | present my friend Bob. 
10. The pamphlet is not the place for these minute details. 


Tiresome Clichés 


Current conversation and writing are filled with clichés—worn-out phrases that 
have lost any novelty they ever had. Replace the following italicized clichés 
with standard words and phrases that express the meaning directly. 


1. That line of reasoning is difficult for the man in the street to follow. 

2. Her explanation for her rudeness leaves much to be desired. 

3. The way in which the promoter took advantage of the investor's inexperience 
makes my blood boil. 

41. There's no love lost between the contenders for the office. 

5. Our October financial statement indicates that we are not out of the woods. 

6. These stock certificates are not worth the paper they're printed on. 

His reorganization plan has neither rhyme nor reason. 

}. His constant reference to his better half grew tiresome. 

9. John is a fellow who can stand on his own two feet. 





What's the Difference Between— 
1. palate, pallet, and palette? 
2. intelligent and intelligible? 
3. envious and enviable? 
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These beautiful erasers are color-coordinated to lighten 
... brighten your work! New STENORACE erasers come 
in stick form or circular shape. Both are available in your 
choice of stunning fashion tones. Pastel pink features a 
medium soft eraser compound. Pastel green features a 
firm compound. Manufactured by EBERHARD FABER, 
makers of more than 75 “paper-mated” erasers — the 
world’s largest and most complete line. See them at your 
nearest stationery supplier. 


* 1960 Eberhard Faber Inc 
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PASTEL TYPEWRITER ERASERS 


In Fashionable Cosmetic Colors 


SINCE 1849 


EBERHARD FABER 


Wilkes-Barre, Pennsylvania/New York/ Toronto, Canada 
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WONG DUST 
COURS) FLICKERS 


ay farewell to old 
fuss-and-feathers—he’ll soon 
be as extinct as the Dodo. For 
now there’s a better way to dust. 
Cleaner, quicker, healthier. 


It’s new “‘Scotcn’”’ BRAND 
Dusting Fabric, the duster that 


won't scatter dust around! 


This soft, scratch-free fabric 
catches up dust and holds 

it in thousands of tiny trap-like 
pores. Leaves no lint, 

no oily film. 


Thrifty 30 yard roll gives you 60 
generous dusters. Ask the boss 





to order ““ScorcH”’ BRAND Dusting 
Fabric today from your 
““ScotcH” Branp Tape supplier. 
Try it—and you’ll never dust 

the old-fashioned way again! 
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& 4&1 first glance. the trim modern editorial offices of Coronet magazine on New 


York’s famed Madison Avenue, seem quiet. almost sedate. The waiting room is 


plush. with dark wood paneling. subdued lights. and original paintings. The interior 


offices are more functional. with pastel-colored partitions separating the offices of 


the editors and their assistants. It all 
seems like any other MANAGING business opera- 
tion—until you've spent a few minutes 
there. Then you re salize that Coronet voes at a hectic pace. Getting out one of the 
top consumer magazines each month is a i job. There are manuscripts and proofs 
to be read... art work and layouts to be checked ... and myriad other details. It’s a 
tight-deadline operation — and a good deal of the activity revolves around Manag- 
ing Editor Bernard Glaser and his secretary. Judy Lishinsky. They 
seem to take AT this activity in stride. There’s no real pattern to their 
daily routine there can’t be. Coronet is a magazine concerned with 
almost every phase of human affairs and something new is always turning up. Judy 
Lishinsky’s desk is located just outside the door of Bernie Glaser’s office. It’s an 


excellent location. considering the informal working relationship between this 


secretary and her boss. The T) S\ ATT casual visitor may 
wonder how either Judy or 2 } \ a Glaser gets any 
‘ . New ome § us deal of papers. proofs, 


work done with the jumble 
and manuscripts on their desks. But a quick glance at Coronet — and its circula- 


tion figures — proves that system is secondary to talent here... 





by Stanley L. Englebardt 
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MEET THE BOSS 


Bernard Glaser 


a YOU can sell an article to Bernie Glaser.” a top 
rank writer said recently, “you can sell to anyone. 
He's one of the toughest editors in the business.” 

This statement pretty well tells why Bernie Glaser is 
‘lanaging Editor of Coronet. The tag “toughest edi- 

“stems not from his physical attitude but from his 

saciing standards. Glaser knows what he wants in an 
article and won't settle for a word less. And this is the 
basis for his own personal success story. 

Bernie Glaser started gravitating toward an editorial 
career while still a schoolboy in his home town of Boston. 
He was editor of the junior high yearbook and, in high 
school, wrote a gossip column for the school paper. 

“The column taught me to have a high regard for 
facts.” he recalls, “plus a healthy respect for the school 
authorities. On a number of occasions, they didn't take 
kindly to my gossip items. Since then, I’ve steered clear 
of the kind of material that really isn’t anybody else's 
business.” 

At Tufts College. where he majored in English, Bernie 
set his literary sights higher. He wrote for the college 
literary magazine and won an award for the best one-act 
play written by an undergraduate. Also, he worked with 
Professor John Holmes in putting on record a collection 
of poems—long before commercial recording companies 
had the idea of doing the same thing. 

“But | don’t think the U.S. Army was too impressed 
hy my literary background,” Glaser says. “Shortly after 
the Japanese bombed Pearl Harbor, | found myself in 
the infantry. As you can guess, there’s very little creativ- 

in that kind of work.” 


le war over, he headed for the bright lights and 
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the editorial offices of New York City in 1945. 

“By luck, | stepped into the kind of job most begin- 
ners dream about. Time's promotion department hired 
me to write a five-minute interview with a celebrity fon 
a daily radio show. Each day I'd go out and interview 
some outstanding personality——a movie star, a politician. 
or anybody else currently in the limelight. It was an ex- 
citing job—and good reportorial training.” 

But the radio show’s days were numbered—and soon 
Bernie was job hunting again. He wanted something 
closer to the editorial field. so he wrote notes to many of 
the famous literary people he'd interviewed. outlining 
his qualifications. 

“The note-writing paid off. because Publisher John 
Farrar recommended me to the Music Corporation of 
America—the largest agency in the business—where 
there was an opening in the literary department. My 
boss was Jim Bishop. who later wrote “The Day Christ 
Died” and other outstanding books. We worked closely 
with many writers and editors.” 

Bernie spent a vear and a half at MCA, learning the 
business of writing. selling, and publishing articles. The 
next stop was Coronet. 

Bernie Glaser spent four years at Coronet as an Asso- 
ciate Editor: five years as a Senior Editor: and. for the 
last four vears. he has been Managing Editor. ‘Prob- 
ably the best way to describe the Managing Editor's job 
here.” he says. “is to say that to a large extent he’s a 
trafhe cop. co-ordinating the various activities in the edi- 
torial, art. research, and production departments. We're 
always working on three different issues at any one time 

all of them in different stages of preparation.” 

If Editor Glaser is a “trafhie cop.” then Judy is his 
traffic-directing right arm. She keeps the manuscripts, 
proofs, interoflice memos, and everything else moving in 
the right direction—either into his office or back to the 
proper department. 

“What's even more important,” Glaser says, “is that 
she knows exactly where anything is at any given time. 
All | have to say is, “Judy, | need that skin diving piece’ 


and in minutes it’s on my desk 
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UDY’S formula for efficiency is quite simple: “I like 

the work and want to advance in it. The only way | 

can do that is by keeping my eyes and ears open. You'd 

be surprised at how much you can remember—and learn 
just doing this.” 

But Judy's talents aren't all concerned with being able 
to remember details. She also knows how to help her 
boss avoid the numerous interruptions that can send his 
busy day into a tail spin. 

“The telephone is an important part of this job.” she 
explains. “Just a few minutes ago, for example, a call 
came in for ‘Managing Editor Glaser.” | answered and 
asked for the name of the caller. It didn’t sound famil- 
iar, and | knew that Mr. Glaser was going over some 
revised proofs. So | probed a little deeper.” 

The caller. it turned out, had found Bernie Glaser’s 
name on the masthead of the magazine. He had an idea 
for an article and wanted to tell the editor about it 
personally. 

“This isn't unusual.” Judy says. “Some days it seems 
as if everybody in New York has an article idea—and 
only the Managing Editor can hear it.” 

When this happens. Judy puts on her best diplomatic 
tone and explains that the accepted practice is to outline 
the article idea and mail it in rather than discuss it on 
the phone. “I assure the caller that his outline will be 
considered by our editorial board and that he'll hear 
from us. In this way I'm able to handle many phone 
calls myself.” 

The mail. too. contains a variety of noneditorial ma- 
terial directed to the Managing Editor—all because his 
name is up there on the masthead. 

“| try to survey the mail carefully each morning. 
picking out the personals and other letters Mr. Glaser 
should read and sending the rest through routine chan- 
nels. Even so, our volume of replies is high, and we've 
worked out a system to handle it in the shortest time 
possible.” 

On the important mail, Bernie Glaser dictates a reply 
to Judy. who then types up the letter. “If he’s rejecting 


a manuscript, sometimes he'll just jot a comment on a 
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MEET THE SECRETARY 


Judith Lishinsky 


memo slip and we'll send it off without typing. Anything 
routine, we handle through an informal code system.” 

The code system consists of a few letters written on 
the original correspondence which tell Judy to write a 
particular form letter. “Of course, Mr. Glaser checks 
everything personally before it goes out.” 

Judy has developed other methods to keep things flow- 
ing smoothly. One of these is the “floating file.” 

There's a certain amount of material that’s always 
current, Judy explains. “Instead of putting everything 
away in a file cabinet—and then having to pull it out 
two or three times a day—lI keep the general dictation file. 


the schedule file, the pending file, (Continued on page 52 








no business like... 


AUTHOR: PEGGY NORTON ROLLASON 


SETTING: THE CARL SHORTER FOOD BROKERAGE COM- 
PANY, MEMPHIS, TENNESSEE 


CAST: CARL SHORTER, PRESIDENT AND FOUNDER 
JACQUELINE DENNEN, EXECUTIVE SECRETARY AND 
OFFICE MANAGER 


SCENE ONE: THE BOSS’ OFFICE 


Q. Mr. Shorter, just what is a food broker and how does 
he operate? 

A. Basically, he’s a selling agent for as many food manu- 
facturers—or principals—as he can satisfactorily repre- 
sent. His selling staff contacts supermarkets and other 
outlets, both wholesale and retail. Naturally, he works 
on a commission basis. 


Q. Do all food manufacturers use food brokers? 

A. No, some use their own sales staffs entirely; others 
use brokers entirely; and still others combine both 
methods. 


Q. You must have some pretty definite ideas about your 
secretary s part in helping you perform at top efficiency. 
What do you consider Miss Dennen’s most valuable asset ? 
A. Jackie has a tremendous knowledge not only of the 
business world but also of a wide variety of subjects. 
This rates tops with me. There is no phase of our busi- 
ness operation with which she is not familiar. 


Q. You must have given her a great deal of responsi- 
bility and authority in order for her to have developed 
this basic knowledge. 

A. Yes, I’ve delegated a tremendous amount of detail 
and responsibility to her, things that I used to handle 
myself. When Jackie started here five years ago, she 
told me that the reason she'd wanted to change jobs was 
that, as secretary to the president of a local manufactur- 
ing concern, she was at the top of the ladder, and she 
wanted a job with more responsibility. Believe me, she 
found it. Whenever she is completely swamped with 
more work than can possibly be handled—practically 
all the time in our business—I remind her of that re- 
mark, so she can’t complain. 


Q. It's often said, very accurately, that the executive's 
secretary is his best, or worst, public relations repre- 
sentative. How do you feel about this? 

A. Public relations is certainly vital in my secretary’s 
work. For example, not long ago one of our customers 
needed some merchandise very quickly from a supplier 
who ships in pool trucks. Such suppliers can’t always 
make prompt shipments because they have to wait for a 
complete load. The customer called my office and, since 
I was out, asked for my secretary. Jackie discussed his 
problem, called the factory long distance, and made sure 
that his merchandise could be consolidated with another 
order going out that day. Within half an hour, she 
notified the customer that his goods were on the way. 
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When our salesman called on this very important 


account a few days later, the manager told the story to 
him (the first anyone in our company knew of the in- 
cident). He went on to say that ours was the only 
broker's office in town where he could get such service 
without going to the broker himself. A satisfied cus- 
tomer, increased sales for the manufacturer, and _ in- 
creased brokerage for us—thanks to an efficient secretary 
who can think for herself. 


Q. What are some of the unique duties your secretary 
performs that make her more than “just a secretary” ? 
A. | hope you are prepared for quite a list! First. 
Jackie has a flair for advertising. She prepares the sales 
bulletins that go to customers, promoting our various 
products. We have our own printing plant to handle this 
aspect of the business. She devised a new method of 
setting up our price list, really a catalogue, that has 
made it much more informative and easier to keep up to 
date. This has been enthusiastically received in the trade. 

Second, she writes excellent business letters, the kind 
that win friends for our company. Many of our princi- 
pals have complimented her on this ability and asked 
permission to use letters she has written as guides for 
their other brokers. 

Third, since she hires and supervises the office em- 
ployees, she must have a good knowledge of people and 
their capabilities, as well as an understanding of per- 
sonalities. As the office manager, she delegates all work, 
and she knows how to get a full day’s work out of people, 
plus a little more thrown in for good measure. Yet all 
the office employees enjoy working for and with her. 

Fourth, she must have administrative ability, because 
she organizes all office work, sets up all systems, and 
buys all office equipment and supplies. A thorough 
knowledge of company policies, procedures, and person- 
nel is absolutely essential. 

Fifth, she must know accounting, because she super- 
vises the bookkeeping in the office and prepares the 
confidential financial statements. 


Q. What part do filing and other forms of specialized 
recordkeeping play in your office? 


A. A large one. We are the 


(Continued on page 48) 
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MANY MOONS, if a girl was young, 


Ro" 
fairly personable. and knew the differ- 
ence between a steno book and a type- 
writer, she could practically choose her 
own secretarial job. Well, perhaps we 
exaggerate, but that’s the way it seemed. 
Even now, the firms with central loca- 
tions, an embarrassment of employee 
benefits, and a suitable number of coffee 
breaks are the ones that can scoop up the 
young high school grads like baskets full 
of minnows for their never completely 
stocked steno pools. Employment agencies 
woo the more experienced (dictation at 
10 wpm) with hints of plush offices, VIP 
contacts, and curly-haired, cute, young 
bosses. Classified ads for executive secre- 
taries begin to read like come-ons for 
vice-presidents. 

To those of us who remember the “bad” 
old days (of bald-headed bosses). when a 
girl had to offer top skills, excellent ree- 
ommendations, and reasonable, genuine 
experience in return for $60 a week, to- 
day's salaries seem astronomical. In fact, 
the secretarial shortage of the last several 
vears has obviously so unnerved Ameri- 
can businessmen that they ve been forced 


“black market” 


when the usual sources of supply failed. 


to resort to activities 
Note the recent importation of British 
secretaries. 

We, of course, would be the last people 
in the world to deprive any secretary of 
her just moment of glory. We can unhesi- 
tatingly cheer a job market that places 
such But 


often in these latter days we've found 


value upon her services. too 
ourselves more than a bit perturbed at 
the blandness with which so many young 
women accept a day's pay for far less 
than a full day’s work. 

Well, children, word has it (perfectly 
public word, mind you, like census fig- 
ures, birth rates, economic projection re- 
ports, etc.) that the time of bread and 
circuses is over, the lagniappe est fini, the 
gravy train is kaput—in sum, the compe- 
tition’s coming and it’s nearly here. 


During the next five years, personnel 







Or tober. 1960 


directors can gradually lower their daily 
tranquilizer intake. Mother Nature in her 
inscrutable fashion has more than made 
up for her post-depression niggardliness. 
About seventeen years ago she started the 
ball rolling again with a bouncing crop of 
postwar babies. In an orderly way, layette 
departments, toy sales, camp uniforms, 
Bermuda shorts, and dance frocks sig- 
naled the booming sales. 

And last year the employment agencies 
had the dubious honor of meeting some 
of the first representatives of the upcom- 
... the first trickle, as it 
were, of what we can expect will shortly 


ing generation 


become a flood of eager secretaries-to-be. 

Fact: Except for a slight recession in 
1944 at the climax of World War II, 
nearly 3 million new babies have been 
1946, alone, about 
314 million little cherubs hit this planet. 


born each year. In 
In 1958, there were 114% million young- 
the seventeen-year 
bracket. Assuming that at least half of 


sters in fourteen to 
these are girls and that based on present 
figures. almost one third will follow cler- 
ical pursuits, we find that more than 144 
million new secretaries will become avail- 
able within the next three to four years. 
An inspiring figure . . . mighty inspir- 
you that 
1958's 114% million will leap to 16 mil- 


ing. indeed, when consider 


lion by 1970 for the same age group. If 





THE. 
COMP- 
Me A LTAIWNSD 


COINS. 


you re working now, if you’re in your late 
teens and early twenties, you may find 
our attempts to bludgeon (and impress) 
you with lavish figures inspirational to 
the point of utter inertia. With any luck, 
you think, Ill be out of this cool office 
and leaning over a hot stove and a wet 
baby by the time the competition gets 
rough. That bell’s not tolling for me— 
knock wood. 

We hope so.. 


one out of three women is working today 


. we truly hope so. But 


—also one out of four wives—and the 
thirty-five to sixty-four age group is show- 
ing a “significantly increasing participa- 
tion trend.”* Though the competition 
might not sock you on the jaw right now, 
the estimates indicate it could jolly well 
boot you out of your happy hausfrau role 
in the near future. 

So far, the symptoms of a return to 
normal job-hunting conditions are not 
being observed with any undue elation by 
those who hire. The personnel directors 
of many large firms have not “upped” job 
standards, revised salary scales, re-evalu- 
ated job descriptions or implemented new 
training programs, to any great extent, in 
accordance with the expected end of the 
secretarial shortage. 

Employment agency executives, on the 
other hand, are beginning to be concerned 
for both their employee and employer 
clients. Perhaps more than individual 
companies, the agencies have been in an 
excellent position to judge the excesses 
resulting from the imbalance between 
supply and demand. They have watched 
the steady decline in scholastic ability of 
the commercial student as well as the 
lowering of professional skill standards 
with inevitable concern. They have de- 
plored but have virtually been powerless 
to offset the sharp increase of employee 
demands with regard to salary, working 
benefits, and other 


conditions, fringe 


extras. (Continued on page 57) 


From Long Range Projections: The American Economy 
in 1970. National 


(We don't spend our time reading wild novels, as you 


Planning Board, Washington, D.C 


can see!) 











by Kathy Larkin 





SSO a week 


OING, GOING, GONE . . . the money in your pay check — flown the 
G way of last year’s dictation. Some of it goes by government 
invitation into the Treasury coffers or into Social Security; some 
of it — almost by chance — into your own pocketbook. The re- 
mainder, perhaps an elusive five or ten dollars a month, goes 
willy-nilly into the investment business with plunges into U.S. 
Bonds or securities, hospitalization coverage, accident and sick- 
ness insurance, and pension plans. 

One of the safest of investments for any secretary is a U.S. Bond, 
a loan made by you to the government. Such a loan may be 
inspired by a firm conviction in the future of this country, a 
respect for Uncle Sam’s 1.0.U., patriotism, and, of course, a 
respectable interest rate. 

As an example . . . Series E bonds run in denominations of $25 
to $10,000 — the last only for the wealthiest of secretaries who has 
hocked her life insurance policies and put a mortgage on the 
apartment. The purchasing cost of a $25 bond is $18.75; the cost 
of others is in proportion. Interest of 3° per cent is compounded 
semiannually and the bonds themselves may be held 7 years and 
9 months to maturity — or 10 years beyond that for added interest. 

Whatever your series bond, it’s a gamble and a good one, be- 
cause if Uncle goes so does everyone else — and every other invest- 
ment, with the possible exception of jewels, silver service, Fort 
Knox, and gold-plated teeth. 

To all these advantages is added one more — the ability to pur- 
chase painlessly through a company plan; so much deducted from 
each pay check. Neither a stiff upper lip nor a stiff pep talk is 
required_with this operation. The weak-willed among us simply 
watch the deductions and wait — for those bonds to mature and the 
dollars to come rolling in some ten or even twenty years from now, 
when such funds are usually most handy. 


Welfare Plans 


. once as remote as the moon are now as much a part of business 
life as the office furniture but hold more cheerful connotations for 
the average worker. Why? Because her boss may contribute both 
his management abilities and his money to the financing of 90 per 
cent of all such plans. In fact, in nearly 45 per cent of the cases. 
he will bear the entire cost — a welcome relief for milady’s rapidly 
disappearing salary check. 

Still in the statistics department . . . a review of 128.000 plans 
filed with the Labor Department under the Welfare and Pensions 
Disclosure Act (which regulates their business management and 
relegates funny business to the background) gives these indications 
of where the money goes. With these plans, more than 382.000 
benefits are provided. More than 102.000 offer welfare benefits: 
more than 25,000 provide pensions or retirement benefits. 

The 102.000 plans classed as welfare in turn give more than 
317,000 benefits, such as life insurance, hospitalization, surgical. 
medical, and dental benefits, paid sick leave. etc. These vary ac- 
cording to the general policy—and generosity—of each individual 
company, ranging from a single benefit to several—with 80 per 
cent providing multiple benefits. 

It may be a comment on the state of health in the nation or the 
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minus...part II 


perilous condition of working for a living, but of all the benefits 
provided, the most prevalent is hospitalization. There is, however, 
no one method of dealing with this. 

Hospitalization may vary from company to company and from 
state to state. New York, New Jersey, and Connecticut, for exam- 
ple, have plans sponsored by Blue Cross and Blue Shield. Member 
hospitals and physicians participate, as well as member patients. 

One typical Blue Cross plan offers semiprivate hospital accom- 
modations free for 21 days, while the next 180 days are at a 50 per 
cent discount — an arrangement that your friends might mourn 
but mathematicians approve. In addition, supplementary benefits 
are given for: private-room patients, maternity care, first-aid and 
outpatient service, poliomyelitis, other communicable diseases, 
mental or nervous disorders, removal of tonsils and adenoids, 
pulmonary tuberculosis, and hospital care away from home. 

\n impressive list — and it’s supplemented by Blue Shield, 
which provides coverage for surgical care, in-hospital medical 
care, and radiation therapy for malignant conditions. 

Should your business career bring you bumps and bruises in 
lieu of fame and fortune, then, don’t despair. Your bandages are 
paid for. 

How many yards of bandages, however, may depend upon each 
individual group contract. For instance, the fine print in some ? 
documents specifies that medical bills will be met only if your 


. 
illness costs more than $100. Being sick $99 worth won’t do. PENSION 


Some items, at least in the Blue Cross-Blue Shield group, are 






standard. For instance: should you change jobs you may 
also change your membership to (1) the group in your 
new place of employment or (2) direct payment on 

an individual basis. Children may be included un- 
der family membership until age nineteen at 

no extra cost. 

At the moment, that one small word “cost” 
is costing some grey hairs among the sponsors of 
such medical-surgical plans. Prices are rising like 
yeast for hospitals, drugs, ete., and rumors of an 
increase lurk above the average taxpayer. 

Firms not using Blue Cross-Blue Shield or similar 
plans will have other solutions to the hospital- 
ization problem. In many cases, this will take 
the form of an insurance policy for accident or 
sickness — the terms to depend upon the indi- 
vidual policy. 

One recent trend in medical-surgical expenses has 
been the growth of a comprehensive or “single plan” major 
medical expense insurance. In 1958, over 8,400 new compre- 
hensive plans were written, covering three-quarters of a million 
} employees — more than three times the number covered by the 

1,220 new plans written in 1956. 

And, just to show that money problems are universal . . . The 
Bureau of Labor Statistics’ study of collectively bargained plans 
shows that three out of every five plans providing cash room and 
board benefits raised benefit amounts — most frequently by $2 a 
day — between late 1954 and early 1958. The daily average 





provided 


allowance 


for employees by 
group hospital plans in force that were 
underwritten by commercial insurance 
carriers increased from $9.17 in 1954 to 
$11.01 in 1958. 

Benefits themselves have also been in- 
creased, however, and many plans already 
in existence have been rewritten to pro- 
vide coverage when the basic medical in- 
surance falls short of adequate protection 

during periods of extended illness, for 
example. 

Also growing eo ° 


benefits. 


. temporary disability 


The insurance people have more than 
one finger in the financial pie. There is, 
1958, 


group life insurance of American families 


for example, life insurance. In 
totaled $144.6 billion, or more than the 
total of all life insurance in force in the 
United States only fifteen years ago. It is 
estimated that over one-half of the na- 
tion's civilian nonagricultural work force 
had such protection. The vast majority of 
certificates covered groups having 500 or 
more members. 

Such policies are usually paid for in 
part by pay check deductions based on 
salary. In a way, this is a perverted status 
symbol. The higher the deduction, the 
bigger the policy—and the larger the 
salary ...a thought to console you when 
the next monthly bite comes around. 


Pensions 

Palm trees clumped on shifting white 
sands, blue, blue. skies, the salty tang of 
an ocean breeze ... and you in the wilder- 
ness—minus typewriter and trouble. No 
alarm clocks, no dictation, no unwanted 
visitors sneaking into the inner sanctum. 
These things are gone forever, and you 
have nothing further to worry about ex- 
cept the arrival of that pension check. 

This is the new American dream, and 
while the founding fathers might not un- 
derstand it. millions of their working 
daughters do. It's a Utopia founded on 
the depression, a desire for security, great- 
er longevity. and the principle that a boss’ 
job is never done. He is responsible now 
for the well-being of his employees until 
death do them part. 

The first pension plan was begun in all 
innocence by American Express around 
1874. Workers were living longer but the 
accent was still on youth. It seemed better 
to reward and, at the same time, eliminate 
the older ones among them. Pensions were 
ilso an incentive, a way to keep those 
workers loyal to the nine-to-five routine 
and, above all, to the company. ' 


Eligibility requirements were high, 


benefits were low. and few workers lived 


to collect them. On the other hand, the 
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company paid the full bill—which meant 
such arrangements were usually limited 
to the titans of the business world. 

It was after World War II that pensions 
really gained ground—and supporters. In 
1949, an airtight. legal contract between 
unions and employers replaced the in- 
formal gentleman's agreement of earlier 
days. In 1950, only 8.6 million workers 
1953. the total was 12 


million and the climb upward has con- 


were ¢ overed: by 


tinued. 

It has not been an entirely peaceful 
climb. The contracts established have dif- 
fered in terms, depending upon profits, 
the number of workers, ete-—and which 
side won the individual battles between 
management and labor. 

\ certain cohesiveness has been 
brought into the battlefield by a source 
more aceustomed to stirring up rebellion 
among the populace—the Internal Reve- 
The 
a tax exemption given to pen- 
unless the IRS 


Using this as a polite threat, the organi- 


nue Service. reason for its inter- 
vention 
sion funds revokes it. 
zation has managed to impose some rules 
and regulations. 

A pension fund must: 

®@ include a substantial number of 
employees (usually about 70 per cent) 
and be free from discrimination. For in- 
stance, a fund limited only to VIP's would 
not meet with IRS approval—no matter 
how much the VIP's might like it. 

@ have a permanent plan with per- 
manent terms written in permanent ink. 
(The color is optional.) 

@ have a working calculation (of 
how the funds are coming in and going 
out) on an actuarial basis. For instance, 
money forfeited by those leaving the com- 
pany must not be used to raise the benefits 
of the surviving workers. It may be used 
only to reduce workers’ contributions. 

® assure that funds deposited with a 
pension trust or with an insurance com- 
pany never revert to company use. Such 
funds must be invested for the employees. 
(Cadillacs for the executives are out.) 

Add the rules together, allow for indi- 
vidual quirks and individual companies, 
and a typical plan might run something 
like this: 
minimum age requirements: twenty-five 
years plus three years service with the 
company—this last to be sure you're not 
the type whose family motto is “I came. 
I saw. | quit.” Maximum age requirement: 
perhaps fifty. since after this age the cost 
of pension coverage, etc., would be pro- 
hibitive. 
full benefits: probably given to retiring 
employees with twenty-five or thirty years 


of service to the company. Such benefits 





added to Social Security would amount 
to roughly 50 or 60 per cent of the aver- 
age salary earned over their careers. 

It's a mathematical mountain, and the 
cost is rising still higher. To buy a $100 
a month annuity for a sixty-five-year-old 
worker will require an outlay of $15,000. 
The company, already committed to the 
support of their workers, may choose only 
between paying the fund now or the em- 
ployee later. 

The method of pension accumulation 
used by most companies (about two- 
thirds) is “funding.” Basically, funds are 
divided into three categories: 

Noninsured funds are held in trust for 
employees—usually by a bank, sometimes 
by company officials. or by a joint union- 
management group. 

Insured plans are those in operation 
when the company takes out insurance 
policies on its future pensioners to give 
them annuities, etc. The company pays 
the premiums; the insurance people pay 
the pension. 

A combination of the two methods 
part insurance, part fund. 

Since unions and management have 
been fighting it out across the drawn lines 
of a conference table, battle fever has 
spread. Latest to indulge in it are those 
banks and 
companies. The prize is control of pension 
Although the in- 
surance men were ahead in the thirties 


staid institutions- insurance 


funds for investment. 


and the bankers had an edge over the past 
decade, the competition is more even now 
because of certain tax changes last year, 
benefitting the insured plans. 
The main pros and cons on the subject: 
1 Noninsured plans are more flexi- 
ble. 
2 Insured plans carry a definite guar- 
antee. 
3 Insurance companies must pay a 
tax on their earnings. 
4 Insurance funds are limited by 
state law to certain specified in- 
vestments. 
1956, the 


Service allowed banks to combine 


5 In Internal Revenue 
small pension funds to get a large 
one worth investing. 

6 Insured plans are particularly ad- 
vantageous for smaller groups. 

Insurance companies are not out of the 

fight yet, however. And one thing is sure 

—continued competition is good for the 

customer, and, in this case, the customer 

is you, the worker. 

At any rate, pension funds—particu- 
larly the noninsured variety that are free 
for different types of investments—have 


become the new colossus of the stock 


(Continued on page 55) 
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‘The | 
Second 
Giant 
Step 


by Varilyn French 


yuccess for the secretary-turned-supervisor hinges on 
Ss two main points: co-operation and the best effort of 
those in her charge. In addition, she must know what is 
to be done. the proper way to do it. how to assign work 
fairly. how to instruct and train people, and how to 
handle problems. 
At a secretarial meeting in Chicago, a superviso1 
from Dallas. Texas. indicated a good way to be effective: 
How does he handle people ? Make a 


list of what he does that is right, the things you wish he 


study the boss. 


would not do. and the things you wish he would do. 
L se this analysis as a guide for making the department 


function well. 


Delegating Work: 

Facing a pile of work that must be distributed to her 
charges, the new supervisor may not quite know where 
to begin. Who gets what, when, how? As a solution to 
her problem, one woman uses the following system. 


Under her she has stenographers, transcribing machine 





SAMPLE SHEET 


Vonday, October 3, 1960 
Mr. Jones 


9:00 Transcribing 2:00 Dictation 


10:30 Rest period 2:30 Transcribing 
eee ‘ dictation 
10:45 Typing draft of sales 
report 3:30 Rest period 
12:00 Lunch 3:45 Cutting stencils for 


ey sales report 
1:00 Typing draft of sales : 


report 5:00 Quitting time 


Number of cylinders tramsecribed..........00...0..0.......00::cccccecceeeeee 
Number of letters typed.................cccccssccsessessseresees 

ye Ren ee ne a 
icant ir I ON ia aii athe carer ses in accntsecmceala 


Number of envelopes addressed....................cccccccccecseeseeeeeeees 





October. 1960 


operators, and typists. For each group, she numbers the 
jobs that come in. The first stenographer who is free 
answers the call for dictation. When an operator finishes 
a cylinder, she turns in her transcription and takes the 
next cylinder. Typists handle copy work or form letters 
in the order received. The supervisor keeps track of who 
is doing what and checks off each as it is completed. 

One possible pitfall is that a girl may slow down if 
she knows the next job is disagreeable, hoping that 
someone else will get it. The supervisor can avoid this 
by estimating how much time each assignment should 
take. Her schedule will show who will be looking for 
work at about what time. If a girl takes longer than 
necessary, the supervisor can ask her about the delay. 

Like any workable system, the arrangement has to be 
flexible. For instance, an unexpected rush job may come 
through, requiring the services of a large part of the de- 
partment. The supervisor gets permission from the 
other executives to set their work aside temporarily 
and assigns the top-priority task to as many girls 
as necessary. 

Another guide in delegating work is to have 
the employees keep produc tion records. One 
pool supervisor requires every girl to 
have a shorthand notebook handy. Each 
days work is recorded on a separate 
page. The girls list the type of work 
done and the time spent on it. 

At the end of the month, each 
girl summarizes the amount of time spent 
on various kinds of work and the total num- 
ber of cylinders, letters, pages of straight typing, 
envelopes, stencils, and so on handled. (The same 
principle can be applied to clerical or figure 
work or filing.) From these records, the super- 
visor tabulates the work done by her depart- 
ment and determines the average produc tion. 
The best producers and the slower workers 
are easily distinguished. 

To give her girls an incentive to im- 
prove the quantity of work, the super- 
visor posts the average amount of work 
done and lists those who produced more 
than that. People like to know where 
they stand, and most of them are spurred 


on by competition. The record is also 





useful as a basis for merit rating, salary 
raises, and advancement. 

Of course, accuracy is important, too. Each 
employee is expected to proofread her work and mak: 
corrections. It’s up to the supervisor to let her charges 
know that she sets high work standards. By the same 
token, it’s her responsibility to train employees to do 


200d work. 


Training the Employees 

\ big part of every supervisor’s job involves teaching. 
Her instructions must be clear to avoid errors and the 
necessity of having to do work over. She should en- 


courage people to ask questions, 
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\ thorough explanation of new work will save time 
in the long run. The feed-back method of giving in- 
structions, for example, has many loyal fans. As one 
supervisor said, “After | give directions for doing a job. 
| ask the employee to explain the procedure to me. Then 
we both know how well she understands it. If she seems 
confused, | go over the instructions with her.” 

Another point this woman mentioned is that “some 
people grasp things right away. Others are more delib- 
erate and require more patience. They may ask a dozen 
questions, but once they catch on. you know they ll re 
member every detail.” She added, “If a girl seems up- 
set. its futile to do any training. Something is bothering 
her. and she won't be able to concentrate.” 

\ supervisor in San Antonio. Texas. advocates cross- 
training to insure that a department will run smoothly. 
Cross-training lets members of the group learn each 
other's work, so they can pinch-hit if someone is absent 


Or overloaded. 













In training people. a department manual is a big help. 
People remember what they see better than what they 
hear. and they can refer to the book any time a question 
arises. A loose-leaf notebook is good, because material 
can be easily added. substituted. or taken out to keep 
it up-to-date. One steno-pool supervisor gave each girl 
a binder that contained information on all important 
company matters. Included were: 

@ A set of sample letters. memos. telegrams, forms. 
envelopes. to show company style 
@ A list of executives and their titles 

@ A list of branch offices with addresses and 
telephone numbers and names of key personnel 

e A list of company products and prices 

e A list of technical terms and phrases peculiat 
to the business 

e A list ol reference hooks and sources of in- 

formation 

© A list of executives and employees show- 
ing departments and extension numbers 

The amount of information in the handbook 
depends somewhat on the size of the company. 
For example, in a big organization, the manual 
may include the names of people who are to 

receive copies of letters about certain subjects. 

In a small company that has no regular em- 

ployee handbook, the supervisor may put in an 

outline of policies on working hours, vacations. 
holidays, ete. The manual might also contain 
tips on keeping machines in working order. 
\ supervisor who compiled an office manual 
had a good way to get people to use it. 
“When someone asks me for information | 
tell her, “That's covered in your manual on 

) page... Now, the girls are in the habit 

of looking in the book first.” 


Giving Constructive Criticism 


Training includes the correction of 


employees’ errors. “We learn by our 





oe ” . ‘ , 
mistakes,” said a (Continued on page 49) 
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Susie Singleton’s a secretary .. . in 
other words, the crown princess of the 
business world. She’s got a wonderful 
job, a wonderful boss. carefully selected 
from a wealth of exciting offers. She's 
young and smart and, more often than 
not, pretty. Though she works hard, she 
invariably finds her work stimulating. 
She lives in a world of ideas, of action 
and variety. And on days when it’s all 
routine, she can comfort herself with 
thoughts of her better-than-ever salary. 
her insurance and hospitalization bene 
fits. coffee breaks. retirement plan, and 
a new dress. come payday. 

Could any life be nicer than _ this? 
Could any girl be happier? Youre darn 
right she could! 

Some sunny Monday morning. there's 
a new sparkle in Susie's eyes and an even 
brighter one, third finger, left) hand. 
Susie's going to be married. Whatever 
she’s accomplished until now schoo] 
honors, certificates of merit, pay raises 
is far overshadowed by her new role of 
fiancée, her future status of wife and. 
ultimately, mother. 

If Susie’s anything like other girls o! 
her age today. getting married will even- 
tually have a negative influence on her 
working life. However. if she follows the 
pattern found in the most recent study of 
the subject, she’s likely to continue work- 
ing until it's time to buy that Layette. 
Three out of four young women do work 
until then. 

Of all the married women who work. 
and about 30 per cent are working, Mrs. 
Newlywed is perhaps in the best posi- 
tion. psychologically. Busy on the job, 
busy with her new home, her new mari- 
tal responsibilities, her new social life, 
she can fulfill her needs as a woman and 
as a human being. That is, she can if she 
will. 

It’s estimated that in one year approxi- 
mately 1.445.000 marriages took place in 
the continental United States. (Think of 
all those office collections!) Arithmetical- 
ly, at any rate, this means that 2.890.000 
people fell in love .. . a good old state- 
side custom as folksy as political conven- 
tions or apple pie. 

The fact that she married for love tells 
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us a lot about an American girl. It sug- 
gests her nonauthoritarian family, her 
welcome place in it, as a girl; it indicates 
the family’s independence as a unit to 
make decisions for itself, its way of life. 
It suggests enough financial security to 
allow girls the same education as boys, 
without question. It presupposes an amaz- 
ing amount of feminine social freedom, 
for if a girl is to marry for love, rather 
than family convenience, she must have 
opportunities for meeting a_ relatively 
large number of men. Perhaps most sig- 
nificantly, the privilege of marrying for 
love goes hand in hand with the fact that 
American girls can be economically inde- 
pendent from their own families as well 
as from their husbands. 

A background and upbringing like this 
creates an interesting sort of woman. The 
life of the typical American girl is still 
but a vague dream to her sisters around 
the world. She is envied, yes, but she is 
also criticized. They say she is spoiled as 
a young girl, undisciplined as a young 
woman, unfeminine as a careerist, domi- 
neering as a wife, overwhelming or, con- 
versely, neglectful as a mother. If these 
criticisms are valid, and they frequently 
are, we must admit that our Susies are 





not personally to blame. Times change 
and society changes right along with 
them. It’s difficult for young Susies to 
keep up. 

The young bride, while she may be 
confused by a barrage of conflicting opin- 
ions and influences, has at least one thing 
in her favor. She did marry for love .. . 
a constant value, certainly the most vital 
sustaining factor of her whole life as a 
woman or a person. 

Now, as Mrs. Secretary, she goes back 
to her job. Her husband is still the prime 
family wage earner and, more often than 
not, they live on his salary. Hers is saved 
for down payment on a house, capital 
build-up for future investment, necessary 
furniture and appliances, or just because 
the extra money is good fo have. Our 
typical young marrieds are urban types, 
generally living in apartments or the 
equivalent. Both have lived at home most 
of their lives, or if they have been away 
from home—probably in school or in the 
army—such chores as laundry and house 
cleaning have been more or less aca- 
demic questions. In many cases, one or 
both families will help the young couple 
with money, equipment, and invariably 
with a lot of well-meant advice. 

But actually, they are very much on 
their own. If learning by doing is the 
theme of modern education, it’s just as 
applicable to modern marriage. Once a 
bride’s been carried over the threshold 
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(does anyone do that any more?), the 
modern marriage, the partnership mar- 
riage ideal, leaves all tradition far be- 
hind. Marriage is no longer a ready-built 
institution with assigned roles and duties 
for men and women. Rather, it is a con- 
tinuing relationship that must be built 
up day by day, year by year, by mutual 
consent, by mutual love and co-operation. 

As in the case of all “human” sciences, 
we know more about disease than health, 
more about neuroses and psychotic symp- 
toms than normality, more about un- 
happy marriages than happy ones. In 
the last 


studies have been made on the subject, 


twenty-five years, intensive 


but the positive facts are few. 


Problems occur in every marriage. 


They are universal—their solutions are 





from 


MINE 


to 


OURS 


by Jeanne Martinson 





individual. Susie, aglow with good inten- 
tion though she is, can expect her share. 
To solve them, she can only study the 
past and apply it to her own present. 

Topic number one on the “discussion 
parade” may well be money. But since 
we plan to devote a whole future article 
to the finances of a working household, 
we'll only refer to one aspect of it now. 
In a young working household, money 
problems are rarely those having to do 
with too little. Our typical couple have 
no doubt talked about salaries, budgetary 
plans, and future financial position. Mrs. 
Secretary may or may not handle family 
finances. Unlike the bride of yesterday, 
she is certainly experienced enough to do 
so... and make out the income tax re- 
turns as well. What the young couple do 
have to face and overcome as soon as 
possible is any emotional differences 
with regard to money. 

Money of her own should be no novel- 
ty to today’s young wife, nor, ideally, 
should it in itself be symbolic of her 
worth as an individual. Yet it sometimes 


comes as a shock when, having cheerfully 
deposited her salary in their joint ac- 
count, she must apply to her husband for 
a new dress or some other purchase. If 
the couple are truly in rapport, they can 
talk out many disagreements of this kind. 
What they will learn immediately, if 
they do so, is the value of the so-called 
“we-feeling” of marriage. It’s no longer 
your money and my money, but our 
money. If they can proceed from this 
point, all’s likely to be well. 

Home responsibilities can loom large 
as a focal point for quarrels. Young Mrs. 
Secretary, unless she’s had an apartment 
of her own or a very sensible mother. 
sometimes grows up knowing all there is 
to know about office management and 
bookkeeping, very little about home man- 
agement and housekeeping. Her husband 
is not expected to know anything, though 
we all know—or are married to—some 
rare souls, who pick up after themselves, 
run a vacuum around, dry a dish, put up 
a shelf, or otherwise act like house-hus- 
bands. 

There are some women, of course, who 
find homemaking of any kind distaste- 
ful. They are all thumbs in the kitchen 
and, with the best will in the world, are 
just plain messy. We can only hope that 
a good secretary, who is also a loving 
wife, will buckle down to her share of 
the housekeeping in the proper spirit. 

Of course, she'll 


frozen foods, quickly prepared menus, 


use short cuts—the 


some slapdash cleaning, a bit of ironing 
at dawn. But in most cases, a young hus- 
band can be cajoled into helping out, or 
at least into not complaining that the pie 
doesn’t taste like mom’s and the floor 
doesn’t have the same blinding polish 
he’s been accustomed to. 

A united couple, those who easily and 
happily think in terms of our house, our 
responsibilities, our plans, will find the 
going much easier. Even though “Mrs.” 
works and even though home duties are 
no longer strictly divided according to 
sex, it only makes sense for Mrs. Secre- 
take on the 
“feminine” tasks. Very often then, in the 


tary-Housewife to more 
absence of outside help, friend husband 
takes on the “brawn” jobs. The outcome 
is that they have more time for each 
other, more time for happy relaxation, 
when both pitch in with the homework. 
in-law 


In addition to the traditional 


problems that may plague any young 
wife (and husband), the young working 
wife has some specifically her own. Many 
the old 


cannot accept the idea that her daughter 


a bride’s mother—of school— 
will continue to work after marriage. 


(Continued on page 47) 








No stains, no spatters! 


New "SCOTCH BRAND 


Typewriter Cleaner 
lets you type the dirt away 















See how easy! “SCOTCH” BRAND new cleaner comes in a 
clean, dry sheet. Just roll it into your typewriter like paper. 
No messy liquids, no brush, no putty. Your hands stay clean! 
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See how quick! Chemically-treated sheet picks up dirt, lint 
and ink like magic. Just strike each key three to five times; 
the job’s done in less than three minutes. (Cleans type on 
other office machines, too!) 
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See how letters sparkle! You'll like those crisp, clean letters 
—and so will the boss. “ScoTtcH” BRAND Typewriter Cleaner 
costs Just 98¢ for three full 8!5 x 11” sheets—perforated so 


you can tear off used portion and save the rest. Ask your 
office supplier now! 
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Good Looks Section 


FROM CITY... 


Clothes to suit any oceasion, fit any purse .. . 
dashed with sophistication for the city . . . color- 
ful, “bulky” in the country ... gay and glamor- 


ous at party time... 


Off to an office luncheon — perhaps in her honor — Mrs. 
Mother-to-be in a wool jumper buttoned in doubles. Red, 
royal blue, black. Paired with it, perfectly, a white cotton 
/Arnel shirt, choirboy collared and bowed. Jumper about 
$15; blouse about $8. Both by Toni Lynn. 


A “must”— the big bag geared to city living. This, by Lona 
of New York, is in leather, brightened by golden hobnails 
and a turnkey. Twin compartments hold everything. Large 
size about $26. Medium size about $19. 





Lejt: Topping tweeds and slacks 

a sweater with the big look, the big 
stitch so important this season. Done 
magnificently by Olympic Knitwear 
in a variety of colors. 


Right: The sporting sweater, this 
time in wool and mohair. Brief, but- 
toned, collared to frame the face in 
a most flattering manner. Sizes 34-40 
in colors galore. The price just 





$6.95. The manufacturer Select, 
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Waiting time can be glamour time — 

TO COUNTRY note this tunic dress in shimmering 
* eee cotton and acetate brocade. Added 

; elegance, the touch of fur. A Toni 

Lynn maternity style that’s priced 


happily under $35. 
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FESTIVITY... 


Packable, elegant, wearable a 
knitted sheath that takes to night 
life. Slim and understated, with an 
interestingly detailed neckline. By 
Young Viewpoint in black, blue. 
green, red. Custom sizes 12'/2-22'/2, 
About $50. 
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to attend the 
a strictly feminine dress in silk 
The neckline scooped, the 
waist bowed, the skirt a gentle tear- 
drop. Green, red, black, 
Capri blue. Sizes 8-16. 
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Head drooping after several 
hours spent over a hot type 


? 


writer? Return it to a stately 








ko relaxation and to keep 





iwayv aging iow ls try this. Place 








finger tips at top of cheekbones, 





applying pressure so that mus 
cles are pulled up. Open jaw 
wide against pressure, then close. 


Six times relax then repeat 








SIX times again. 


AS GRACEFUL 


Your neck, that is. The best way to find out is to 
hie yourself to the nearest mirror and take a good long 
honest look. Is that column between head and shoulders 
tall. slim. smooth, unlined . . . or do adjectives like 
heavy. wrinkled, crepe-y, slack seem more appropriate ? 

No other portion of the female form is more neglected 
than the neck. Note the girl who lets her chin droop 
down—adding doubles on the way—her neck sink into 
her collarbone. The woman who slathers creams on her 
face, nothing below. The miss who puts on a beautiful 
face and stops the make-up at the jaw line. In time, all 
will be wiser—and sorrier—for the untended neck be- 
comes a great betrayer of age. 

What can be done to gain a youthful, swanlike ap- 
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pearance? Try this three-point program. 
and sit—tall 


and proud. Imagine that there are two fine wires stretch- 


Point #1—Posture and Exercise. Stand 


cood muscles in neck, shoulders, back, 
and chest. To win yours: sit, raise arms 
out to the sides at shoulder level, elbows 
bent. With one swoop, bring elbows to- 


vether in front, head and shoulders for 


ward, chin tucked in. Repeat six times. 






















































AS A SWAN'S? 





Necessary for swans—a head based on 


level by firming neck and chin 








muscles. Stretch neck and chin 
as far forward as possible. Lower 
chin, pulling it in and back. Re 
peat once, relax for a minute or 


two. follow with five more tries. 





\ routine for several times a day, 


every day. 








ing from the top of your head to an invisible hand above. 
Your objective is to keep them always taut, by pulling 
your neck up out of your shoulders, your chin up out 
of your neck. 

Make a few simple exercises (see illustrations) a part 
of your daily routine. They can be done right at your 
desk. An exercise break can be just as relaxing—and 
much more beneficial—than the proverbial coffee break. 

Point #2—Cleansing and Stimulation. Basis for pretty 
skin, clean skin. Keep your neck spotless with soap and 
water, liquid or cream cleanser. Then apply a specially 
rich cream (Charles of the Ritz’ Throat Cream Plus is a 
sood choice) in long sweeping strokes, upward from 
collarbone to chin. Leave on for fifteen minutes (you 
can catch up on the day’s news or watch your favorite 
TV show in the meantime). The cream will tone and 


smooth the skin and help, (Continued on page 56) 


Want a pretty mouth, a firm, un- 
sagging chin line? Then, voila. 
Pucker lips and say “oh.” Stretch 


mouth wide and say “ah.” Do at 


least six times—perhaps during 
a lull in the boss’ dictation. 
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To The Teacher— 


It was wonderful to receive your 
many letters giving your stamp of ap- 
proval to our newest endeavor, the 
TEACHER’S SECTION of TODAY’S 
SECRETARY. We hope you will con- 
tinue to let us know what sections you 
find helpful and what additional items 
you want included. 

Because you particularly liked the 
bulletin board displays in September, 
we have included another suggested 
display. This month we have pre- 
pared special letters for your use in 
typing and shorthand classes to re- 


Analysis of 
Today's Secretary Articles 
By Subject 





inforce the learning of word princi- 
ples and word usage found in “Word 
Teasers.” 

In the section, “For Student Discus- 
sion,” we have given few answers in 
order to provide space for more dis- 
cussion suggestions. We hope that a 
few minutes in the regular class period 
can be saved for this purpose; but, if 
impossible, the suggestions can be 
dictated to the students to be an- 
swered as part of their outside work. 

Joan Sivinski, Editor, 
TEACHER'S SECTION 


ce Practicg 
Cticg 


er, 
ai 2Using Ss 


ffi 
Retailing 





Ask The Experts 





$80 A Week Minus — Part I! 





From City . . . to Country. . . to Festivity 





““Managing”’ At Coronet 





Mrs. Secretary 
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Notes and Quotes 
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Product Points 





Secretarial Bookshelf 





The Competition’s Coming 





The Human Side 





The Second Giant Step 
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Your Future... And You 
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FOR CORRELATED DRILLS 





Based on ‘Word Teasers” appearing on page 14 


1. From the exercise on “Small- 
Word Confusions”: (a) have the stu- 
dents study the words; (b) have them 
type a sentence using each word; (c) 
have them answer the six questions in 
this section. For extra practice, dic- 
tate the following letter, having the 
students either take it in shorthand 
or type it on the typewriter as it is 
dictated. 


GENTLEMEN: 

It’s that time of the year when 
there is more work to do than there 
is time. If you're experiencing this’ 
problem, then it’s high time that your 
firm contact us. For who’s more 
qualified, who’s more interested in 
your problem’ than The Office Service 
Company? People say, “They’re the 
firm whose reputation is known all 
over the country® for their, efficiency 
of work. and low cost.” 

Please write today for your free 
booklet on how your costs can be cut 
and* your output increased. 

CORDIALLY yours, (86) 


2. Have the students type a sen- 
tence using correctly each word in 
the “What's the Difference Between” 
section. 

3. Give the students experience in 
editing. their employer’s dictation. 
Have them study the “Tiresome 
Clichés.” Then dictate the following 
letter. Have them transcribe it, in- 
serting standard words for the clichés 


and worn-out phrases. 


Dear Bos: 

The recent experience you had with 
the Flagstaff Motor Freight Company 
leaves much to be desired. In’ fact, 
it makes my blood boil. There is 
neither rhyme nor reason for the 
company’s acting the way it did. Ob- 
viously,” there is no love lost between 
the two companies. 

We are not out of the woods yet, 
since it is important for® us to con- 
tinue with this account. So, please be 
patient and tactful and handle the 
Flagstaff Motor Freight Company* 
with extreme care and finesse. 

SincERELY, (88) 


After making the needed changes, 
the students’ letters should look some- 
thing like this: 


Dear Bos: 

The recent experience you had with 
the Flagstaff Motor Freight Company 
is unsatisfactory.’ In fact, it arouses 
my indignation. It is sheer nonsense 
for the company’s acting the way it 
did.* Obviously, neither their com- 
pany nor ours likes each other. 

We are in a precarious condition, 
since it* is important for us to con- 
tinue with this account. So, please be 
patient and tactful and handle the 
Flagstaff‘ Motor Freight Company 
with extreme care and finesse. 

SINCERELY, (91) 
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Directions for Constructing 
A Pay Check Display 


First Week 


1. Make a large payroll voucher 
check like the one shown on the op- 
posite page. 

2. On white paper, print the fol- 
lowing titles: Federal Income Tax; 
State Income Tax; Social Security 
Withholding Tax; United States 
Bonds; and Hospital Service. 

3. Mount the white paper on black 
paper so that just a slight amount of 
the black shows. 

4. Then make black pointers (can 
be arrows if you desire). 

5. Position the titles around the 
voucher check with a pointer extend- 
ing to the corresponding part on the 
voucher payroll check. 


Second Week 


1. Have the students summarize in 
a short report what they remember 
(or have them copy from the articles 
that appear in the September and 
October issues of TODAY’S SECRE- 


TARY) about each of the deductions. 


2. The students should set their 
machines for a 50-space line and 
double spacing. 

3. Select a student’s summary for 
each part of the voucher payroll check 
and place it on the bulletin board 
underneath the appropriate title. 

4. Selection of a good summary 


should not involve checking papers 
outside of class. Instead, direct the 
students to place each summary on 
their desks in the top, right-hand 
corner once it has been typed. This 
will enable you to read the reports 
while the students are preparing the 
next one and make the selection while 
class is in session. 


Third Week 


1. Select a committee to visit one 
of the business firms in your com- 
munity to learn the deductions taken 
out for the employee by the employer. 

2. Change the bulletin board head- 
ing to “A Pay Check for a Secretarial 
Employee, 1960.” 

3. Change the payroll check so that 
it is made out for a salary that is 
typical for beginning high school 
secretarial graduates in your area. 

4. Have the committee compute the 
appropriate deductions and make new 
entries on the voucher. 


Fourth Week 


1. Have a committee in general 
business class collect leaflets describ- 
ing benefits of U.S. Bonds and welfare 
services. 

2. Prepare a bulletin board of 
these materials. A suggested title for 
the display is “Deferred Benefits 
from Today’s Pay Check.” 
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FOR STUDENT DISCUSSION 





After reading ‘“‘The Competition’s 
Coming’’ on page 21 

1. Discuss types of employment 
competition listed in the article. 
Answers: (a) British secretaries; 
(b) influx of older women; (c) in- 
crease in number of workers for same 
number of jobs now available; (d) 
machines taking over simple, clerical 
work. 

2. List on blackboard and discuss 
working habits that should be devel- 
oped now, while the student is still 
in school, so that he is ready to meet 
the coming competition when he looks 
for a job. Some items that you will 
want to be certain to include are: 
(a) do each homework assignment 
carefully and thoroughly in prepara- 
tion for doing each office assignment 
carefully and thoroughly; (b) do 
each day’s work in class carefully and 
thoroughly (this includes bringing to 
class all necessary working materials, 
having them on the desk in an or- 
ganized fashion ready for use). 


After reading “The Human Side”’ 
on page 9 

1. Review ways a secretary can 
avoid conversation when she is busy. 

2. Review ways a secretary can 
stay on good terms with her co-work- 
ers without joining in the gossip. 

3. Review ways a secretary can 
deal with malicious gossip. 

4. Discuss what would be the best 
thing a new employee could say in 
each of these cases: (a) Mary, your 
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best office friend, has just told you 
that rumor has it that another one of 
your office friends is to be fired at the 
end of the week; (b) Jane has just 
returned from a two-week trip to 
Bermuda. She wants to tell you all 
about it; (c) Alice stopped by to in- 
vite you to a picnic; you are in the 
middle of a very important rush job 
for the employer; (d) One of the 
older employees accuses you of being 
an “eager beaver” who is trying to do 
the work of two people. Soon she will 
be out of a job, she says, if you con- 
tinue to work so hard. 


After reading ‘“‘No Business Like 
... on page 20 

1. Discuss the different types of 
work Jackie does as an 
secretary in this firm. 

2. Mr. Shorter claimed Miss Den- 
nen’s most valuable asset was her 
broad, over-all knowledge of the busi- 
ness world and her tremendous range 
of knowledge on a wide variety of 
subjects. Discuss probable ways in 
which Jackie was able to obtain this 
knowledge. Some answers: reading 
all the company bulletins, brochures 
on its policies and operations; read- 
ing the leading business magazines; 
reading the financial page of the 
newspaper. 

3. Have the students read the news- 
paper for a week, clipping all articles 
that tell of changes in the business 
world. Have the students underline 
the key sentences in each article. 
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FOR STUDENT DISCUSSION 





A “What’s Happening in Business 
This Week” bulletin board display 


could be made from the articles. 


After reading ‘‘The Second Giant 
Step’’ on page 25 

1. Discuss the five things that make 
a successful supervisor. Answers: 
knows what is to be done, the proper 
way to do it, how to assign work fair- 
ly, how to instruct and train people, 
and how to handle problems. 

2. Many times, a secretary is asked 
to prepare a department manual. 
What are some of the things that 
should be included: Answers: a set 
of sample letters, memos, telegrams, 
forms, envelopes; a list of executives 
and their titles; a list of branch offices 
with addresses and telephone numbers 
and names of key personnel; a list of 
company products and prices; a list 
of technical terms and phrases pecu- 
liar to the business; a list of reference 
books and sources of information; a 
list of executives and employees show- 
ing departments and extensions. 

3. Discuss ways a supervisor can 
eliminate lost working time. 

4. Discuss how an employee should 
answer in the following cases: (a) 
The supervisor returned a job and 
said, “You forgot to include the total 
price.” (You did not include it be- 
cause it was not on the original draft 
from which you worked.) (b) What 
should the employee say when the 
supervisor says, “You have been on 
this job for quite some time. Would 


you please hurry and complete it; we 
just received a very important, rush 
job.” (c) The supervisor returns a 
set of business forms because there 
were erasures on the copies. She says 
it is the policy of the firm never to 
erase on a business form. You did 
not know this and have been erasing 
for over two months. 


After reading “$80 A Week 
Minus” on page 22 

1. Discuss the advantages of invest- 
ing in U. S. Bonds as one type of 
investment. 

2. List on the blackboard types of 
welfare and pension plans given in 
the article. 

3. Hospitalization varies from com- 
pany to company and from state. to 
state. Have a committee of students 
check the types of plans used in your 
community. Then have them tell the 
class or prepare a short report. 

4. List and discuss the three kinds 
of pension accumulation (funding) 
used by most companies. Answers: 
(a) Non-insured funds are held in 
trust for employees, usually by a 
bank, sometimes by company officials, 
or by a joint union-management 
group; (b) Insured plans are those 
in operation when the company takes 
out insurance policies on its future 
pensioners to give them annuities, 
etc. The company pays the premiums, 
the insurance people pay the pension. 
(c) A combination of the two—part 
insurance, part fund. 
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FOR ADDED CLASSROOM INTEREST 





IN TYPEWRITING CLASSES 


1. Have the students prepare a pro- 
duction record like the one in the 
article “The Second Giant Step.” 
Direct them to begin 13 lines from 
the top.of the paper and use double 
spacing. Leave 6 spaces between 
columns; remind them to space in by 
using the space bar the required num- 
ber of spaces when typing the time, 
so that all numbers end evenly at the 
left of the column. Also remind them 
to triple space between the heading 
and the first line of the table. Have 
them type their name 12 spaces from 
the bottom of the paper so that the 
table is centered vertically on a full 
sheet of paper. 

2. Have the students prepare a 
weekly summary production sheet 
from the information at the bottom of 
the same table. This should be an 
exercise to allow them to use their 
originality in displaying the table. 
Some of the different displays will in- 
clude: (a) making the horizontal 
lines in-the answer column the same 
length; (b) leaving 6 spaces between 
the words and the answer column; 
(c) using a 40-space line, with a tab 
set for the answer column by back- 
spacing 10 spaces from the margin 
and typing closed leaders between the 
columns. 

3. Have the students type the first 
page of the play script from “No Busi- 
ness Like . . .” on page 20. Vertical 
spacing is very important when typing 
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this manuscript—the title: should be- 
gin on line 13, two blank lines should 
be left between the title and the set- 
ting; two blank lines should be left 
between scene one and the first ques- 
tion. Double space the entire manu- 
script except single space for the r: -- 
over lines in the setting and ca.t. 
Leave 1 to 1% inches for a bottom 
margin. Each question and answer 
should be indented 5 spaces. Type 
the manuscript on a 70-space line. 

4. Have the students prepare a list- 
ing of the “Duties the Secretary Per- 
forms in a Food Brokerage Firm.” 
Direct the students to underscore the 
key word or words of each duty. Use 
a 60-space line; double space before 
and after each listing of a duty. Give 
the students 10 to 15 minutes to pre- 
pare a listing similar to this: 


Duties The Secretary. Performs 
In A Food Brokerage Firm 


1. She prepares advertising copy, 
such as sales bulletins, product pro- 
motional pieces, catalogue price lists. 





2. She writes business letters that are 
well received by other companies. 





3. Since she hires and supervises the 
office employees, she must have a good 
knowledge of people and their capa- 





bilities. 


4. She must have administrative 
ability. 





5. She must know accounting. 








12. 
13. 
14. 
15. 





AD-VENTURES 





A company president recently commented, ‘My secretary is an im- 
portant part of our organization. She orders all office supplies and 
selects office equipment.’’ Such duties are not uncommon to most sec- 
retaries. That's why the advertising pages are most important, for this 
is probably your first exposure to office products. See if you can match 
the product with its trade name and manufacturer. 


PRODUCT 


. Typewriter 


Desk Punch 


. Carbon Paper 


Index Tab 


. Type Cleaner 

. File Folder 

. Filing System 

. Pencil Sharpener 
9. 
10. 
V1. 


Copyholder 
Typewriter Ribbon 
Ball Pen 

Spirit Master 
Eraser 


Copy Machine 
Dictionary 


TRADE NAME 
13 Klenzo 
_3  MultiKopy 
4 Kico 
_8 Boston 
_1_ Electra 12 
14 _Verifax 
10 MPR 
_2 Centamatic 
9 Uber 
_7 _Tell-I-Vision 
1 
12 Marathon 
11_StenoStik 


5m Pendaflex 


Webster 


MANUFACTURER 
5 3M 
_2 Mutual 
_3_F.S. Webster 
13 _ Blaisdell 
14 Eastman Kodak 
_9 Bankers Box 
_4 G. J. Aigner 
_8 C Howard Hunt 
_1_Smith-Corona 
15_6..&C. Merriam 
10 Old Town 
11_ A.W. Faber-Costell 
12_ Columbia 
6 Oxford 
_7_ Smead 


Note to the teacher: Duplicate the above, omitting only the numbers in the second and third 
columns. Provide each student with a copy. Let them use their magazines if necessary, since the 
importance of this exercise is familiarization with product, trade name, and manufacturer. 
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SPECIAL INDUSTRY DICTATION 





Based on Psychology-Psychiatry Terms—page 45 


Before dictating the following specially-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Doctor JonEs: 

Thank you for your letter of June 
20th. After reading it, | have the fol- 
lowing Aypothesis' to offer: 

Your ambivalent patients who are 
having difficulty adjusting to therapy 
have’ probably been fixated at a stage 
of infantilism. When any figure of 
authority threatens their® egos, there 
is a regression to this infantile state. 
The psychogenesis of this malady 
probably* stems not only from a weak 
ego but strong super-ego controls that 
prevent them from reacting to lack 
of® love and attention in socially 
unacceptable ways. They want to 
receive, not give, hence there is min- 
imal® identification with those in au- 
thority, in this case, the therapist. 
Their social environment plus’ their 
weak egos force them at times into a 
state of introversion. During these 
periods they may go into” some phase 
of hysteria that may consequently 
lead to psychosomatic ailments. 

My opinion is ¢that® relief is pos- 
sible either through long-term psycho- 
analysis or else, since they tend to be 
highly suggestible,"° hypnosis. Psy- 
chotherapy can help only a few who 
have high /.Q.’s since they will have 
to help themselves'’ through intro- 
spection. (224) 
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Dear Mr. ADLER: 

Here is the additional information 
that you requested on Paul White. 

In 1948," I diagnosed Mr. White as 
having manic-depressive psychosis 
while he was a patient” here at the 
Post Veterans Hospital. He was dis- 
charged as rehabilitated in 1953° 
after five years of psychotherapy, in- 
cluding insulin shock therapy. Paul 
continued his therapy* sessions with 
this clinic as an outpatient. Several 
times he regressed, manifesting a 
mania for’ aimless traveling in sports 
cars at excessive speeds. He was ap- 
prehended several times by the police, 
at® which time he entered into a state 
of deep melancholia. The condition 
that caused his regressions is, no" 
doubt, his home environment. 

His father suffered from an organic 
psychosis for many years, Even be- 
fore* the onset of his psychosis, he 
was pronounced feebleminded, which 
seems to be innate in the White 
family.” Paul’s mother has all the 
characteristics of a psychopath. In 
fact, her acts of extreme sadism 
caused Paul to’® run away from home 
many times. 

I think this information on Paul’s 
medical history may help you under- 
stand’’ his case. (222) 

















dictation transcript 








FLOTSAM, JETSAM 


by Beverley Sawin 


HER fellow office workers, who 
had surplus African violets, too many 
guppies, or leftover Christmas dec- 
orations, unanimously liked Alice 
Loomis. She was so nice about taking 
things off their hands. Too nice.* 

Hearing the unhappy mcows of the 
Angora cat shut in the ladies room, 
Mr. Reed came from his private” of.- 
fice and_gazed with equal unhappi- 
ness at his secretary. “Miss Loomis,” 
he sighed, “for your sake, and mine 
too,* you must learn to say ‘No.’.” 

“Yes, Mr. Reed.” Alice felt her 
face turning as red as the geraniums 
on her desk.* If only the janitor had 
been willing to keep the cat in the 
basement for the rest of the day, in- 
stead of* hustling him up to her as 
soon as he had discovered the poor 
thing in a trash can. 


Mr. Reed ran his gaze to’ the 
rows of potted plants on the window 
ledges and sighed again. Alice winced 
as she saw him look pointedly® at the 
fish tank on top of the old accounts 
file cabinet. 

“Yes, Mr. Reed,” she repeated 
quickly. “I'll take® the cat home on 


my noon hour.” What she’d do with 
him in an apartment she wasn’t at all 
sure. He looked like the roaming”® 
kind. 

Her boss started to say it wasn’t 
that urgent when at that moment the 
cat began a noisy scratching'’ on the 
bottom of the door. “Fl drive you— 
right now—myself,” he said grimly. 


Thus, the following Monday, 
Alice’* apprehensiveily watched the 
arrival of a pigeon. He wobbled in 


- uncertain flight through the fifth floor 


open window’® and landed with an 
ungraceful plop on the new accounts 
file cabinet. 

“Go away!” Alice waved at him 
in'* anguish. “Go pick on someone 
else.” But the someone else would 
probably cart him into her anyway. 
She regarded** the bird hopelessly. 
He was hurt. One wing wasn’t right. 
And he was staring back at her with 
the knowledge that she"® couldn’t any 
more turn him out than she could re- 
fuse a moth-eaten Angora or a spind- 
ly geranium.”” 


What on earth was there to be 
done with him? Mr. Reed would take 
one look and order him back to his 
peanut-begging’® cohorts in the little 
park below. “Shoo!” She could see 
the pigeon, frightened and faltering, 
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tumbling toward the concrete” five 
floors down. Desperately, Alice 
hunted for a spot to hide the pigeon. 
His present position was as’ notice- 
able as a neon sign. Possibly among 
the flower pots .. . Then she saw the 
metal tag. 


Ten minutes * later, Mr. Reed 
emerged from his sanctum. “Miss 
Loomis, where’s the folder for the 
...” he stopped, his eyes riveted on™ 
the bird. “Miss Loomis!” 

“Tt just suddenly came through the 
window,” Alice explained hurriedly. 
“It must have needed to” rest before 
it finished its journey.” 

Mr. Reed was now peering at the 
pigeon’s leg. “Banded,” he said. “It 
doesn’t** really look like a racing 
bird, but, of course, I’m no author- 
ity.” 

Alice said, “I think its wing is 
hurt.” 

“My** son-in-law belongs to a 
columbary or some such thing. They 
train doves.” Mr. Reed picked up the 
phone. “I'll call him** at his office 
and see what he suggests.” 


Alice was typing industriously 
when the younger man arrived. 
She*’ barely took time to greet him 
pleasantly before she was back at her 
work. In fact, she seemed hardly 
aware that he** and Mr. Reed loaded 
the pigeon into a little wooden cage, 
taking care not to disturb its injured 
wing.” 

“After I’ve tended to that,” the 
young man said, “I'll fuss with those 
identifications on his leg and try to °° 
notify his owner.” 
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The bird departed, Mr. Reed went 
back to his office. Only then did Alice 
look up from ** her typing and gaze 
over at one de-tagged potted plant. 
Whatever would Mr. Reed’s son-in- 
law think when he unrolled ® the leg 
band and read Lawsonia Lythraceae 
inermis? But how else could she 
have gotten hospitalization ** for the 
pigeon? (665) 


ABSOLUTELY FREE 


by Margaret Sublette 


APEX BOOK CLUB 
1800 Avenue R, Philadelphia, Pa. 


Mrs. Russell Burns * 
1264 Dean Street 
Philadelphia, Pennsylvania 


Dear Mrs. Burns: 

Your name has come to us in a’ 
selected list of special people who are 
known to appreciate the finer things 
of life. We feel sure, therefore, that® 
you will be interested in joining the 
Apex Book Club. 

Here is an opportunity for you to 
fill your* bookshelves with the best 
in modern writing—at a fraction of 
its original cost. The enclosed bro- 
chure will give’ you a glimpse of the 
beautiful bindings made especially for 
our books, but no brochure can do 
justice to their® deep, rich colors and 
lavish gold decorations. 

The subject matter is good, too. 
Our current selections include:” Ham- 
burgers Made Easy, by Chef Pierre; 
An Encyclopedia of Bugs, by Profes- 














sor Doodle; The Heroine* of Pump- 
kin Center, by Amanda V. Wortle; 
Dandelion Cultivation for the Subur- 
ban Garden,’ by Benjamin Beetroot, 
and many other similarly valuable 
titles. 

It is our usual custom”® to ask our 
members to purchase at least seven 
books during the year, at the low, low 
price of $4.00 each,"' plus a small 
additional charge of $3.00 per book 
for postage and handling. However, 
we are writing now’ to offer you 
your first-year membership absolute- 
ly free. 

In return for this year’s free mem- 
bership, all we ask*® is that you sign 
up ten new members for our club, 
listing their names and addresses on 
the enclosed form. Be sure to’* see 
that each member also signs the form 
in person on the line marked “legal 
signature of applicant.” 

The** obvious advantages of mem- 
bership in our club are so many that 
we feel sure you will have no diffi- 
culty*® in securing your ten new 
members. 

Cordially, 
Hilda M. Tate 


Promotional Secretary 


Dear Miss Tate :*’ 

Thank you so much for your in- 
vitation to join the Apex Book Club. 
I would certainly like to have my first 
year’s’ membership absolutely free, 
and [ am already working on signing 
up my ten members. 

About the best’® place I can think 
of to find them is in my husband's 
office. His business is rather exten- 








sive, and he has ten*® secretaries. | 
went to his office yesterday and spoke 
to each of the girls about joining— 
but, do you know,”’ I couldn’t get a 
single one of them to accept! They 
all said they just couldn’t afford your 
book club prices on*’ their present 
salaries. 

But don’t worry. My plans are all 
laid, I’m going to have a little talk 
with my husband** when he comes 
home tonight, and I'll let you know 
what happens. 

Sincerely, 
Marietta Burns 


Inter-O ffice Memo** 
To: Secretarial Personnel 


Effective the first of next month, 
each of the ten secretaries employed 
here** will receive a raise of fifty 
dollars per annum. It is recom- 
mended that each secretary use this 
extra*’ money for intellectual self- 
improvement. It is further recom- 
mended that a course in regular * 
reading of good books, such as may 
be secured from a book club, would 
be an ideal investment of such 
money.” Each secretary is also re- 
minded that her future standing in 
this firm will have to depend, in part, 
on*™” the effort she makes now to im- 
prove her mind. 

Russell Burns 


Dear Miss Tate: 

I’m enclosing my list of ten mem- 
bers, each*’ one signed right on the 
dotted line. 

I talked the matter over with my 
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husband, as I said I would. I simply 
explained” to him that those poor 
girls couldn’t afford to buy books on 
the ‘salaries they were getting. At 
first, I'll admit,** he thought the 
whole idea was foolish. But I just 
kept on explaining to him, over and 
over, how the girls” had to have 
raises so they could jojn your club, 
and I could have a year’s membership 
absolutely free. Well, it took** all 
evening, but I finally won him over. 
Of course, he was still cross when he 
left for the office the next morning 
—** men do hate to be defeated, don’t 
they? (I heard him muttering to 
himself: “Peace at any price.” ) 

As for my ™ free books, it won't 
even be necessary for me to pick them 
out. Just send me any of your books 
that are bound® in red. My hus- 
band’s den is furnished in red and 
brown, and I| thought that seven of 
your red-bound books put in a row ™ 
on the mantel over the fireplace would 
be such a nice surprise for him! 

Sincerely yours, 
Marietta Burns (779) 


WHEN SILENCE 
ISN’T GOLDEN 


by Roberta G. Paviu 


SINCE CHILDHOOD DAYS, we 
have been taught that when we do not 
havd something nice to say, it is better 
to say nothing at’ all. If we do not like 
a woman’s hat, we should keep quiet 
and say nothing about it. When we 
do not agree* with what a man says, 
we should tell him so in a manner 
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that will not hurt him or cause an- 
noyance. 

This is well and* good in most 
cases. We cannot go about and give 
criticism if and when we feel like it. 
Very few people* like it when they 
are told that they are wrong, even 
when it might be for their own good. 
It is a very natural® thing for a per- 
son to feel that he is as good as any 
other man. 


The practice of discretion, 
though, can be® out of place on more 
than one occasion. There are cases 
when a man must say what he feels 
is right. For example,’ if a friend is 
planning to undertake something that 
will get him into serious trouble, a 
person would be* a poor friend if he 
did not warn the other man about 
what lies ahead. The man may be 
hurt for a while, but if* he will think 
it over, he will no doubt realize what 
his friend has done for him and be 
glad for his help. 


When a’ man does not appreci- 
ate the kindness of a neighbor who 
lets him borrow his tools, his car, or 
eve? money'’ and comes back again 
and again to see what he can borrow, 
the neighbor must take action to stop 
the borrower’* from annoying him 
and his family. He is better off talk- 
ing to him right away rather than 
waiting and* stifling his emotions 
and then finally telling him off. It 
would be wiser, too, to have a word 
with him while" in a good mood and 
not when he is so angry that he does 
not care any more about good will. 


When to say something’’ and 
when not to is not always easy to tell. 

















There will be days when we will make 
a mistake and hurt people,"* but if 
we use care and discretion, we can 


avoid losing a friend. (332) 


Junior OGA 


One fine day two crabs came out 
from their home to take a stroll on 
the sand. “Child,” said the mother, 
“you are walking very’ ungracefully. 
You should accustom yourself to 
walking straight forward without 
twisting sidewise.” 

“Pray, mother,” said the* young 
one, “do but set the example yourself, 
and I will follow you.” 

Example is the best precept. (58) 


Senior OGA 


Possibly one of the most common 
causes for lack of progress in the 
learning of any subject is that the’ 
learner does not know how to study. 
If there were any scientific way to 
ascertain how much time is wasted’ 
while studying, the results would be 
astounding. 

Think over the problem yourself. 
How closely can you hold your” at- 
tention on one definite thing? How 
many times during the period of study 
or practice do you find* your mind 
roving off to something else? Every 
time your mind goes hiking off into 
some by-path, it takes time to” get 
it back on the main highway again. 

Your chances of success will be 
greatly increased if you will master 
the® art of studying. (124) | 


DICTATION TRANSCRIPT 
VOCABULARY EXERCISE 


Constant development of ‘a vocabu- 
lary is a must for a successful busi- 
ness person whether he is a manager, 
an executive, a secretary, or a mes- 
senger. 

Urge the students to complete the 
transcript with accuracy and speed. 
Then, if time permits, as a relearning 
experience write thé following words 
from the Dictation Transcript on the 
blackboard. Direct the students to 
compose a sentence using correctly 
each of the words. The students’ goal 
is to compose at the typewriter as 
many sentences as they can. 


discovered 
winced 
wobbled 
probably 
hopelessly 
noticeable 
hurriedly 
authority 
identification 
hospitalization 
. fraction 

. original 

« similarly 

. usual 

. difficulty 

. extensive 
. effective 

. simply 

. ideal 

. muttering 
. foolish 
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WHAT’S YOUR READING SCORE? 


Turn to the article "$80 A Week Minus." When your teacher says, 
"Go," quickly read for one minute the first five paragraphs. 
Then answer these questions. 


1-4. Part of one's salary goes into such investments 
as United States Bonds, hospitalization, acci- 
dent, and pension plans. 
5. A safe investment for any secretary is a 
United States Savings Bond. 
6-7. Series E bonds come in denominations of $25 to 
$10,000. 
Skip over to the paragraph that begins, "A pension fund must..." 
When your teacher says, "Go," read down to "The method of pension 
accumulation..." You will have two minutes to read and digest 
the facts. Then answer these questions. 


8-9. A pension fund must include a substantial number 
of employees (about 70%) and be free from 
discrimination. 





10-11. It must be a permanent plan with permanent 
terms. 


12-16. It must have a working calculation of how the 


funds are coming in and going out on an 
actuarial basis. 

17-20. The funds deposited using a pension trust or 
using an insurance company can never revert to 
company use. 

Skip to the paragraph that begins, "At any rate, pension funds..." 
When your teacher says, "Go," read for one minute to the para- 
graph beginning, "Perhaps the biggest development..." Then 
answer the following. 

21-22. Pension funds permit long-range planning and 
averaging. 

23. Pension funds are tax-exempt. 
The first goal of any. pension fund is conserva- 
tion; the second goal is to conquer the market. 


SCORE BOX 


SUPERIOR EXCELLENT GOOD FAIR 
24-25 23-21 20-17 16-15 











NOTE TO THE TEACHER: Duplicate the above. Use a 70-space typing line. Type underscores so 
that the students can either write or type in the answers. 
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T cading by Roberta G. Pavlu 
When Silence Isn’t Golden 
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How fast can y ‘ad shorthand? You can probably speed through this s page , which is based on Chapters One through Four of the Gregg Short- 
hand ened: Si iat fied. This material is counted in groups of twenty “sta nda rd” we ort each, so that you can estimate your reading speed. 
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4 TODAY’S SECRETARY 





... persistence pays... 





e If your long-dreamed-of goal. business 
skill, seems a long way off at times, you 
might take heart from a letter this de- 
partment received from a middle-aged 
man: 

“IT am a banker now, but my first posi- 
tion with this bank was that of secretary. 
Earlier in my career, however. I had also 
been a banker, but during the depression 
we lost our bank and I lost my job—as 
president. Still young, but with a grow- 
ing family, | wandered from city to city, 
looking for a job. But at that time banks 
did not need executives. 

“At the library one evening. I came 
across The (the 


Topays Secretary). [I had 


Gregg Writer former 
name ol 
studied the Gregg system, so I read every- 
thing in the magazine. | practiced short- 
hand just as your department suggested. 
| began to regain my skill. 

“Soon after, while passing a bank, | 
went in through force of habit. The only 
job opening was that of a secretary. TH 
take it!’ [ said. Recently, | became presi- 
dent of that bank. I think | owe Gregg a 
debt of gratitude, and that is why I am 
writing this letter.” 

When 
utilize your previous skills as stepping- 
Putting 


training to work while you advance in 


building a career, you should 


stones to the top. secretarial 


job responsibility, for example, keeps 
that hard-won shorthand and typing pro- 
ficiency in tiptop condition. 

If your way to success is rugged and 


blocked 


mount, you should measure your progress 


with obstacles difficult to sur- 
by an immediate milestone. In the case 
of shorthand and typing, you and your 
friends might have contests of skill. 
Unlimited opportunities await the 
qualified secretary today in every known 
field of endeavor. We learned recently of 


O°« tober. 1960 


who switched from a secre- 


a student 


tarial to a science course in college. She 
put her shorthand and typing to excellent 
use in taking notes and doing the private 
secretarial work of the professors, who 
paid her well for this timesaving service. 
Unfortunately, not too many students 
now taking secretarial courses will make 
themselves efficient enough to satisfy the 
with the 
bigger pay. The intelligent person who 


demands of the bigger jobs 
buckles down to intensive work, whether 
in classroom or office, is the one who gets 
a good job done. He is ready, then, for 
the right job when it comes along. 
Remember—perseverance and determi- 
nation are required to keep one’s eyes 


focused on the road to business 


profi- 
ciency, as well as in everything worth 
while you attempt to do in life. 

In your particular job as secretary, and 
in other fields as well, there are, and 
always will be. many jobs requiring less 
than the best in skill and responsibility. 
How long do you think that you would 
be satisfied in one of them? 

Students in schools all over the world 
are studying shorthand and typing for 
the first time this fall. Many of them will 
fulfill the requirement of some offices. 
(We'll bypass those who will not apply 
themselves even enough to obtain em- 
ployment in jobs having the least qualifi- 
cation standards.) Not very many, it is 
sad to say, will have striven to make 
themselves so efficient that they can ful- 
fill the demands of the best positions 
with most responsibility. It is well to 
keep in mind that jobs which carry re- 
sponsibility and trust with them not only 
pay better than routine ones, but give 
give you one of the 
best things of all: self-satisfaction. And 


self-satisfaction cannot be bought. 


you something more 


By Florence Ulrich, Director, Gregg Awards 


To keep you spiritedly striving for 
nothing less than the best, this depart- 
ment has a series of attractive certificates 
and pins for you if you qualify on the 
respective tests for which they are offered. 
These are the credentials, in the cate- 
gories of shorthand, typing, bookkeeping, 
filing, and transcription: 
SHORTHAND 
Shorthand Theory 
Order of Gregg Artists (Jr. Membership) 
Order of Gregg Artists (Sr. Membership) 
Certificate of Superior Merit 
Dictation Speed (3 and 5 minutes)— 
60 words a minute 
80 words a minute 
100 words a minute 
120 words a minute 
Expert Reporting Speeds (5 minutes)— 
140 words a minute 
160 words a minute 
75 words a minute 
200 words a minute 
TYPING 
Order of Artistic Typists 
(Jr. Membership) 
Order of Artistic Typists 
(Sr. Membership) 
Speed Awards 
(both 5 and 10 minutes) — 
30 words a minute 
10 words a minute 
50 words a minute 
60 words a minute 
70 words a minute 
80-plus words a minute 
BOOKKEEPING 
Award [—journalizing, posting, trial 
balance 
Award Il—worksheet, closing service 
books 
Award I1]—special journals, general 
theory 


Award I\ 


closing merchandising books 


2 
30 








FILING Award I]—for transcribing two letters The Junior and Senior OGA tests are 


Certificates of Accomplishment in: dictated at 80 words a minute, tran- — on this page. The Junior and Senior OAT 
Subject Filing scribed at 15 words a minute. tests are opposite. The Competent Typist 
Geographic Filing Award I11—for transcribing two letters — speed test will be found on page 40. 
Alphabetic Filing dictated at 100 words a minute, tran- Practice these tests until you have ob- 
Filing Procedures scribed at 20 words a minute. tained maximum proficiency. Then, send 
TRANSCRIPTION Award IV—for transcribing two letters your best tests to this department for re- 
Award [—for transcribing two letters die- — dictated at 100 words a minute. tran- view. This self-improvement program is 
tated at 60 words a minute, transcribed — scribed at 25 words a minute with car- bound to make you a topnotch student or 
at the rate of 12 words a minute. bons. a better secretary. Try it and see. 
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This material is “loaded” with 
easy joinings and with fluent blends. 
Practice this test as many times 2D Pe Ca Z 
as you like, trying to get a —— - ” aN Pa ee 
light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 58 

either blank or ruled paper. Shorthand rr. ~~ ” ( ) 
notebook paper is fine. 


Your writing may earn you a 
Junior O G A certificate or pin. 


—_ : 
a, Pa “yy ? Le? C5 

OGA ¢( s/s To 
! oo ya s BR ~~, apt Pa wy i | 


ENI R Lo et ome 9 oe 
id C oe Hay oe eo 


ae 
This material includes just about il? 
every possible shorthand joining—it , - YP? 
is a real test of your ability to “ail - ee ae 2 P 4 Sf? 
write anybody-can-read-it ia 


—T>- = 
Gregg shorthand : t rd i - 
vregg shorthand notes, : fe = . «~ 
‘ - ” f ( a oe 3 oO. 7 


Emphasize good proportions, a uniform! ae 3 er re 
er ) CO 1 
slant, and very smooth joinings. | a“ + i F at a ae 
If you can qualify by penning a 


good copy of this material, SS ae O7 : get > 7? oy >, ions ‘ae Pe o 
42 i 


you will get the 
Senior O G A certificate or pin. As i > ie a 
thereby becoming « - c — oe ee i N (124) 
a full-fledged member of 
the Order of Gregg Artists. 








ON VOCABULARY BUILDING 


If you are experiencing difficulty in expressing yourself, 
whether on paper or in conversation, analyze the reasons for 
it. The problem may be due to your lack of knowledge of 
words. 

Give thought and attention to increasing your stock of 
words while reading. This may necessitate quite a bit of dic- 
tionary work and lots of stop-and-go as you read, but it will 
pay dividends. 

When you see a new word, study its spelling, meaning and 
usage in the novel or newspaper you are reading. One or two 
encounters with a new word and it will be yours. To keep at 
this exercise is real mental activity, but vocabulary building 
can be a wonderful adventure. 

A learned person knows the importance of a large vocabu- 
lary in expressing his ideas, and the secretary knows the 
advantage of it when called upon to take dictation from a 
man who is sesquipedalian! 
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FOR Psat (he ape 


vw 
There is a sep¢ e section on corporations in our Aw 
book entitled M 


count ing. It provides an easy 
mastery of the cia actsxof¥life of your company or 


those in which you“*ve invested. 
Ps Lore, 


am —( CHAPTER 31--CORPORATIONS: CAPITAL 
Creation of the Corp.) 


Nature of the Coma agit 
Capital of a 

Preferred Stock 

Par Value Stock 

No Par Value Stock 


Surplus 
Organization Expense 


Sale,on Installment 
Treasury 5tock a 
Stock Values 


Book Value,of Stock P 
eteens Phare) 
Crt? ——{CHAPTER 32--CORPORATIONS: GS 


Dividends 
Stock Dividends 


Surplus Reserves 
3¥ oll 7 
CHAPTER 48--Corporations: BONDS 
~ : .- 
Marketing of Bonds Methods of Redempion 


33 - 
CHAPTER &4¢--CORPORATIONS: ANTICIPYATED 
COSTS AND LOSSES 


A 


Provision for Losses and 
Other Costs 


Position of Reserves <~ 





The Balance Sheet The garned Surplus Stat ement 
The Position Statement ———~The Income Sheet 
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A free examination copy of Modern ti 
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(Order of Artistic Typists) 


Center this article attractively on 
a full sheet of plain white paper. 
Retype it as often as you wish, 

and then submit your best copy for 
an award, 


Your entry will be judged for 
good placement, accuracy—no 
strikeovers or typographical errors. 
neatness (type clear and clean), 
proper indentation, and correct 
spelling and punctuation. 


To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT, or 50-word CT 
pin; 75 cents for each higher-speed CT award. 
e Be sure your name and address appear on 
your paper. @ Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. @ Test applications received with- 
out fees are held thirty days only. @ Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it was 
written in accordance with the rules.” ¢ 
October copy is good as membership tests 
for OAT, CT (page 40), and OGA awards 
until November 25, 1960. 
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This month you can make good use 
of your typing ingenuity by 
arranging this advertising copy as 
attrac tively and effectively as you 
can. But 
the corrections indicated, 


be sure you make all 


When you have typed your best 
copy, send it to us for an award. 
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s; or, to get net 


To compute speed, note the number indicated at the end of the last line 
O CTOBER vou copied completely and add 1 for cach additional strokes tuped. To 
‘ get the gross speed, divide total bu number of minute 
competent typist test ra 
e ‘ More th 
Er 


d, subtract 10 for each error before dividing bu number of minutes 
tie 


five errors disqualifies a Competent Tupist Test for an award 


THIS COPY SHOULD BE DOUBLE SPACED WORDS WORDS 


During prehistoric times, justice was 8 the dukedom before his time. All these — 308 
something that each man wrested from 15 cases the runners would handle well. 315 
his fellows for himself. As the centu- 23 The monarch himself employed run- 322 
ries passed, one after the other, it was _ 31 ners and one, Townsend, was a special 329 
something that each feudal lord se- 38 favorite with George III. 335 
cured for his followers through the 45 Still, the runner was not a gentle- 342 
employment of his own personal reti- 52 man. He was a lackey, a servant ina 349 
nue or army. In this way, the king also 60 waistcoat of many bright colors, which 357 
secured justice for his faithful people 68 earned him the nickname of Robin 364 
by the use of his army and by hisown 6 Redbreast. He was just the man to © 371 
position. 78 employ when a worried aristocrat 377 

By the eighteenth century, however, = 85 wanted information on the where- 383 
England has seen many changes. 91 abouts of his strayed silver or equally 391 
The powers of the monarch had been 38 straying son. He was, in fact, a won- 399 
taken over by parliament; those of the 106 derful servant, but never an acceptable 407 
aristocracy had diminished as their 113 guest. 108 
feudal privileges were whittled away 121 Although he detected crime, the 415 
one by one. Justice in London was in 128 runner did not patrol London on a 422 
the hands of the police. The police, 136 regular beat such as that marked out 129 
during the eighteenth and the early 143 for the modern police. That was left 437 
nineteenth centuries, meant the Bow 150 to the watchmen, who were usually 443 
Street Runners. 154 men of advanced age thankful for any 451 

Bow Street was one of the nine orig- 161 job. 452 
inal police courts of the country, but 169 Each night, with lantern in hand, 459 
the runners themselves did not enjoy 176 they walked through the streets of 466 
the status given to police of the twen- 184 London, waiting for any disturbance. 473 
tieth century. Expert in uncovering 19: They did not have long to wait. Most 431 
hidden crimes, they were still not ac- 198 nights, young sprigs ofthearistocracy, 489 
cepted by society of the time. Norun- 206 who had celebrated too much in one 496 
ner could be a gentleman and no 212 of the gaming clubs, went forth to in- 504 
runner could claim a place in society. 220 dulge in a favorite sport. This was 511 
Few, if any runners at all, were of gen- 228 called “boxing the watch.” So, the 518 
tle birth. They were useful to the up- 236 poor watchman not only had to be on _ 525 
per classes and that was all. 242 the alert for criminals, he also had to 533 

A gentleman whose pocket had been __249 avoid the gay young rakes of the bet- 541 
picked might call at Bow Street to 256 ter families. 544 
lodge a complaint. Another who had 263 Eventually achange came. Afterthe 551 
been blackmailed by ausurious money- 270 first thirty years of the nineteenth cen- 559 
lender although he was still a minor 278 ‘tury, a regular police force was estab- 567 
might seek aid from the runners. A _ 285 lished under the influence of Sir Robert 575 
duke might hire a runner to guard his_ 292 Peel. 576 


life when his heir became eager for 300 


WRITTEN ESPECIALLY FOR GREGG AWARDS CAND'DATES BY GILBERT PINCHOOTE 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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RANSCRIPTION 
CORNER 


The competition's coming in the secretarial fic ld——a veru 
ood reason to transcribe perfect letters for Mi Em 
plover, Read the two letters below and list the errors that 
vou find, Youw ll find our answers on page ¢ 
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Dear Mr. Peters: 


We are glad to have you join our 
family of investers and want to assure 
you that we stand ready to help you with 
any investment problem you may have. 


Our company is a member of all the 
principle securities and comodity ex- 
changes in the country and is an under- 
writer for municiple and corporation 
securities and investment trusts. By 
means of private, leased wires, all the 
latest market information are available 
to our clients. 


You will be interested to know 
a ‘ 





about our analitical and research de- 
partment, which prepare weekly analysi 
for the benefit and service of our 
clients. This department is prepared 
to supply information on any securities 
in ich you might be interested. 
rvice of our staff is based on years 
O xperenced judgment in inve nge 
We hope that we ll be able to 
our future investments to your 
et atisfactio nd that this 
will be the begining of long and 
pleasant, business relationship. 
Sincerely yours, 














nae i ia 
Dear Mrs. Graham: 


On September 15 we write you that, 
unless we recieved payment on your 
permenant budget account; we would be 

bliged to take legal action. We wanted 
to avoid this unpleasentness and asked 
you to call or write immedately. 


a 


As to this date we have not heard 
from youe This leaves us no alternate 
but to turn the matter over to our at- 
tornies. They have been instructed to 
procede with any action neccesary to 
settle your account. 


We will consider the matter settled 
if payment is made by October 3l, 


Cordally; 

















LOSSARY AND [ocasutary 


FLOTSAM, JETSAM, AND ALICE--page 38 


violets 


unanimously fory 


unhappiness a 
geraniums F Magill 
janitor fr 


apprehensively 

wobbled 

cohorts amit 
sanctum a 
columbary ! 


industriously AFF 


ABSOLUTELY FREE--page 43 


bookshelves 


justice pA 


hamburgers 


encyclopedia " hort 
heroine >" 


am 
dandelion 
cultivation ay 
suburban 
intellectual ———* 

3 Cc 
self-improvement 
4 

recommended > 


mantel? ee alll 


'COLUMBARY (meaning): A pigeon house. 


2 BOOKSHELVES (spelling): One word, as bookseller, book- 


shop, booklore, and bookworm. However, it’s two words 
for book list, book collector, and book review. 


3SELF-IMPROVEMENT (spelling): Just about all the “self” 


words are hyphenated-self-government, self-indulgence, 
self-made, self-conscious. 


4 RECOMMENDED (spelling): Recommended is misspelled so 


often that we recommend you make a careful study of 
recommend so that you won’t be among those who mis- 
spell recommended. 


SMANTEL (meaning): The beam, stone, arch, or shelf above 


a fireplace. Do not confuse with MANTLE, which means 
a cloak or something that envelops or covers. 
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TODAY’S SECRETARY 


Psychology-Psychiatry 


TERMS IN GREGG SHORTHAND 


abreaction—the 
by reliving in imagination the original experience. 


process of releasing a repressed emotion 


ambivalence—the emotional attitude towards an individual 
involving the alternation of the opposite feelings of love 
and hate. 


aphosia—a disorder of the speech function resulting in the 
inability to use speech (motor aphasia) or the inability 
to understand speech (sensory aphasia). 


Babinski reflex—the extension, in place of flection, of the 


toes when the sole of the foot is gently stroked; shown 


in infancy. 
catalepsy—a mental disorder where the patient maintains 
his limbs in any position in which they are placed. (This 
is the catatonic state in schizophrenia.) 


se 


catharsis—the freeing or ‘‘purging’’ of repressed emotions. 
cathexis—the accumulation of mental energy on some par- 
ticular idea. 


cognition—a general term covering all the various modes of 


knowing-perceiving, remembering, imagining, conceiv- 


ing, judging, and reasoning. 


compensation—a mechanism by which an individual covers 
up a weakness or defect by exaggerating the manifesta- 
tions of a 


relatively less defective, or more desirable, 


characteristic. 
conation—literally ‘‘striving’’; a 


motivation or drive that 


is not within the realm of ‘‘knowing.”’ 


contrasuggestibility—the tendency to respond to another 


person’s suggestions by taking exactly 


view or course of action to that suggested. 


the opposite 


correlation—the relation between organs, structures, mea- 

surements, which together, when one 
changes are positive or negative 
changes in the other. 


etc., vary 


there 


i.Qn. 
characteristic 


involuntary or unconscious me- 
adopted by an individual to protect himself 
against the painful effect associated with some highly 
disagreeable situation. 


defense mechanism—an 
chanism 


delirium—a condition of clouding of the consciousness, 
accompanied by illusions, hallucinations, and incoherent 


trains of thought. 


depression—an emotional attitude involving a feeling of 
inadequacy and hopelessness. 


dipsomania—the uncontrollable craving for alcohol. 


displacement—the shifting of an emotion that is attached 
to an idea to which it does not really belong, particu- 
larly in a dream. 


dissimulation—the concealment or disguise of one’s real 
thoughts, opinions, and ends by pretending that they are 
different. 


dissociation—the breaking off of connections of any kind 
upon which the revival of memories and systems of ideas 
depends. 


Edipus complex—developed from attachment or fixation of 
the son to the mother and jealousy of the father. (Also 
spelled Oedipus.) 


effeminacy—the presence of feminine characteristics of 
bodily structure or the manifestation of feminine behav- 
ior characteristics in a man. 


ego—an individual’s experience and evaluation of himself. 
egocentric—a self-centered person who is interested pri- 


marily in himself and indifferent to 
others. 


the concems of 
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COMPILED FOR TODAY’S SECRETARY BY LEE FRIEDMAN 


Electra complex—developed from attachment or fixation of 

the daughter to the father and jealousy of the mother. 
empathy—feeling yourself into, losing your identity, and 
imagining yourself behaving as if you were the person 
with whom you are interacting. 


encephalitis—an acute inflammatory condition 
the organs within the skull (the brain). 


affecting 


erotic—the use of sensuous stimuli, sensations, or feel- 
ings; also said of the individual who 
ested in such sensations and feelings. 


is mainly inter- 


extraversion—characteristic of atype of personality whose 
interests are directed outward to nature and other peo- 
ple (extravert). 


feeblemindedness—applied generally to a mental level be- 
low a certain standard, usually taken as an IQ of 70, and 
specially, to the group designated moron with an IQ be- 
tween 50 and 70. 


fixation—the process of establishing, by repetition, a mem- 
ory or motor habit; designates the attachment to an early 
stage of development. 


free associotion—an experiment where the subject is re- 
quired to give the first word that the stimulus brings to 
mind. 


functional disorder—a disorder of behavior, not of organic 
origin, that an individual order to serve 
some purpose, e.g., as defense mechanism (particularly 
true in cases of psychoneuroses). 


develops in 


Gestalt—the form, pattern, or structure that is an integra- 
ted whole, not a mere summation of all the units or parts. 


hebephrenia—one of the commonest forms of schizophrenia; 
the subject, detached from reality, exhibits silly 
nerisms, giddiness, and becomes untidy and careless of 


man- 


personal appearance. 


homeostosis—the compensatory adjustments to meet any 
threat to the personality, to maintain mental equilibrium. 


(A kind of defense mechanism. ) 


hypnosis—an artificially induced sleep-state cnaracterized 
by exaggerated suggestibility. 


hypochondria—exaggerated or obsessive attention to and 
anxiety about one’s health (psychoneurosis). 


hypomania—excessive and very high ideas without ability 
to carry them out; state of high elation. 


hypothesis—a provisional theory to explain observed facts; 
essentially then, a good guess. 


hysteria—a nervous disorder characterized by dissociation 
(q.v.), high susceptibility to autosuggestion and other 
functional disorders. 


id—the impersonal mass of interacting energies constitut- 
ing the unconscious within which is found the reservoir 


of passions, instincts, and habit tendencies. 


identification—a process by which an individual as a re- 
sult of an emotional tie behaves or imagines himself 
behaving as if he were the person with whom the tie 
exists. 
idiot—the lowest grade of feeblemindedness, attaining, 
when an adult, a mental age of not more than two years 
or an IQ not above 25. 


imbecile—the degree of mental intermediate 
between the idiot and the feebleminded or the mental 
age between 2 and 7 or IQ between 25 and 50. 


deficiency 


infantilism—arrested development, especially on the men- 
tal side. 
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infective-exhaustive psychoses—psychosis (q.v.) due to 


encephalitis, alcoholism, conditions 


f or toxic 


inferiority complex—a neurotic effort to secure recognition 


from and superiority over others arising from past frus- 
trations in similar situations 
inhibition—a circumstance where one activity or expres 


-vents the manifestation of another activity or 





ink-blots test—a series of irregular figures are presented 
to a subject and he is required to say what objects he 
sees, Or can imagine, in the figures 


hach test 


An example is the 


Rors« 


innate—present in the individual at birth 


insulin shock-therapy —state of shock induced in order to 


bring patient back to temporary normality. (Another form 


is electric shock-therapy. ) 


intelligence quotient (abbrev. |Q)—the ratio of mental age 


to chronological age, based on the results of an intelli- 


gence test 


introjection—the ascribing of characteristics of living 


creatures to inanimate objects 


introspection—the observation by an individual of his own 


mental processes; systematic sel f-observation 


introversion—the direction of interest inward rather than 


outward (introvert) 


inversion—the reversal of the normal sexual role 


obsessive steal objects for 


} 


kleptomania—an impulse to 


which the individual has no desire. 


within the id (q.v 


libido—the 


impulses that 


) which contains the 
satisfy all 


region 


drive the organism to those 


things defined as pleasure 
| —to deliberately feign illness disabil 
malinger—to deliberately feign iliness or disability. 


monia—a mental disorder manifesting itself in high, un- 


controllable excitement 
monic-depressive psychosis—a type of mental disorder 
that alternates between periods of excitement and per- 
iods of depression. 


masochism—pleasure in suffering physical pain. 


megalomania—the excessive overestimation of one’s own 
importance. 


melancholia—a type of mental disorder with marked feel- 


ings of depression. 
moron—American term for feebleminded. 
narcissism—extreme self-love. 
narcolepsy—an uncontrollable inclination for sleep. 
narcosis—a state of stupor induced by certain drugs. 
lack 


neuvrasthenia—a state of 


of vigor, both bodily and mental. 


excessive fatigability or 


neuropsychiatry—the branch of medicine dealing with treat- 
ment of nervous and mental 
rather than functional nature. 


disorders of a structural 


neuvrosis—a functional disorder, psychogenic in origin, in 
which the individual lives in reality but has a difficult 
time adjusting to it. 


obsessive-compulsive neurosis—a psychoneurosis charac- 
terized by obsessional ideas or urges. 


organic psychosis—a mental disorder involving, or based 
on, a diseased nervous system and/or brain. 


overcompensation—a reaction in excess of the necessary 
amount 


paranoia—a disorder characterized by persistent persecu- 
tion feelings or grandiose feelings without the presence 
of hallucinations. 

paranoid schizophrenia—characterized by persecution-de- 
lusions but not as elaborate as in paranoia. 
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poresis—an incomplete paralysis due to infection of the 
cerebral cortex (an organic psychosis). 


phobia—dread or uncontrollable fear. 


post-hypnotic suggestion—a suggestion given an individ- 
ual in the hypnotic state to perform an act after coming 

out of the state 

aterial 


preconscious—" that, although 


available and 


unconscious at the 


moment, 1S ready to become conscious. 


projection—the interpretation of situations or events by 


reading into them our own experiences and feelings. 
aimed at the de- 


projection tests—a type of mental 


termination 


test 


of personality traits through the completion 


of sentences, interpretation of ink blots, or interpreta- 


tion of pictures 


psychiatry—a specialized study and practice dealing with 


mental and nervous disorders. 


psychoanalysis—a system of method of 


treating 


psychology; a 
mental and nervous disorders. 
psychogenesis—the origin and development of mental phe- 
nomena in general 
study 


psychology —the of the phenomena of conscious life 


in their rigin levelopment, 





manifestations (be- 





vior 





psychoneurosis—a term usually employed for the group of 


functional nervous or mental disorders, characterized by 


maladjustment 





ividual with no ‘‘marked’’ 


psychopoth—an i 


order, who knows right from wrong but,because of a lack 


mental dis- 





of conscience, doesn’t care if he deviates from 


(the psychopathic personality). 


psychosis—an abnormal 
has no 


mental state in which the patient 


sense of reality and lives in a realm of mental 


fantasy. (There are two states: functional and organic. ) 


psychosomatic—mental disturbances that have a detrimen- 
tal effect on physical health (e.g., ulcers due to excess 


worry) 


psychotherapy—the treatment of disorders by psychologi- 
cal methods, excluding psychoanalysis. 


ropport—relationship based on a high mutual 
thought, usually 


hypnotist and subject, doctor and patient 


degree of 


interest, and sentiment found between 


rationalization—the process of justifying by 
after an event, usually an exaggerated justification ne 


cessary for ego-defense. 


reasoning 


reaction formation —an unconscious mechanism or sel f-de- 
te 


impulse or 





nse mechanism on the part of an individual against an 
tendency he experiences but 


he really 


rejects; e.g 


mother because loves her 


‘he hates his 


regression—the return or reversion to an earlier or more 


primitive stage, type, or phase. 


‘ 


repression—‘‘actively thrust out of the mind’’ 


related to painful experiences. 


usually 


sadism—pleasure in inflicting pain on others. 
schizoid—a shut-in personality. 


schizophrenia—a mental disorder characterized by disso 
ciation; in essence, a type of psychosis (q.v.). 


Stanford-Binet intelligence test—an intelligence test for 
children. 


sublimation—an unconscious process by which a sexual 
impulse is expressed in some nonsexual and more social- 
ly acceptable activity. 


subliminal—below the threshold of perception. € 


super-ego—a structure of the unconscious 
as the conscience. 


that 


functions 


suppression—the process of voluntarily dismissing from con- 
sciousness unpleasant memories, thoughts, or desires. 


transference—the development of an emotional attitude 
(love or hate) towards the psychoanalyst by the patient. 
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FROM MINE TO OURS WHERE DO YOUR SPIRIT MASTERS RANK IN THE 


(Continued from page 27) 





\lany a groom’s parents may feel that 
their son’s wife is hindering rather than i) 
tiding her husband’s ambitions. Like Columbia 
other in-law problems, these, too, tend to 

diminsh if the couple in question are 
completely agreed between themselves on ® 

the rightness of their undertakings. The eanliness 
tact of a Mrs. Secretary, her office- 

learned discretion, and good judgment 
will come in very handy here. And in 

many eases, her willingness to go on In eX 
working until both can live on her hus- 

hand’s salary obviates many an in-law 


problem right from the start, since the 


young couple are thereby enabled to live 





hy themselves. The Cleanliness Index dramatica y demon- 
“He likes to stay home ... I like to strates the wide gap in the cleanliness of 
£0 out.” “She likes ( lassical music eee | spirit masters ranging from the grime and 


like jazz.” Can bitter arguments really aggravation of ordinary uncoated purple 





- ? ee aE 
tart from such silly beginnings? They snahere te the: Memieietes atilciaieen of 


can and do, often as covers for more 


serious, unspoken disagreements. But 


how to spend leisure time is. so the ex- 


perts say, a point of tension and conten- It could be quite a revelation to find out 
tion in marriage. Fifty years ago. it just how clean your spirit masters really are 
would have been easy to understand. A _.. not only in the preparation. but in the 

ife's knowledge of leisure possibilities handling and duplicating as we I+ d 
was limited, and her wishes were there- also result j te a in time 


fore not considered. Today's young work- 


money, tO Say thing of the improvement 
' “og 
ing wife. unless she’s a very dull thing 
f th ' f ward rating 
° . orine gq y OF you JUPTTL Hig 
indeed, can certainly find some compan- 
ionable area of agreement with her hus- Columbia salesmen are anxious to demon 
hand. Very often. too. she can introduce strate these differences at no cost or obli 
him to new and enjoyable leisure activi- gation to you. They'll also be happy to ad- 
ies that he may not yet have ample a. vise the correct master for a job that's par- 
Finally, the experts say, marriages can we. a. Write 
t I ticu y troublesome to you. Write for a 
founder if the partners do not share the 2 
free demonstration of the Cleanliness Index. 


same standards of success. The experts, 


Ready-Master Division, Columbia Ribbon & 
Carbon Mfg. Co., Inc., 10410 Herb Hill Road, 
Glen Cove, N. Y. 


of course, advocate sound principles to 
hegin with. By this they mean society- 
based standards of money-making, as 
well as more personal standards denoting 


position in the community, intellectual 





attainments, spiritual growth. Yet a Mrs. : n ng 
Secretary, for example, married to a Mr. : ' 
Sales Manager may be so consumed by pate: . 5 Sa 
his ideas of plentiful finances, a busy dats the 
and fascinating social life, and a round Marathon Blue Ready-Master is the latest in a long 
of business-inspired entertaining that she line of key development 


may forego many of the deeper pleasures 
of marriage and motherhood until it’s too 
late. On the other hand if Miss Secre- 


tary marries Mr. Artist (commercial) 





knowing that his ambition is to be Mr. 
\rtist (fine or museum type), she may MARATHON BLUE READY-MASTERS 
juggle her success standards to the non- 
financial levels. Or, if she is another sort 


® 


of person, she may insist on immediate 





monetary rewards, suffering disappoint- [AA , 
ent when she fails. The question here 
actually not, “Do husband and wife Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 





(Continued on page 51) ( nbia Ribbon & Carbon Pacific Inc., Duarte, ( 
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BEWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 











THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 

Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster's New Collegiate, by 
Merriam, is required or recommended 


by nearly all colleges and universities 


throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 


Webster. Ask for it by name. 


 Mevuam-Websli 


REG. U. S. PAT. OFF. 


6. & C. MERRIAM CO., Springfield 2, Mass. 
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NO BUSINESS LIKE... 
(Continued from page 20) 


connecting link between a widely diver- 
gent group of manufacturers and a large 
group of customers. so our system is some- 
what more complicated than in many 
other companies. One of the things that 
pleases me most is that Jackie reorganized 
our files: anything | ask for is immediate- 
ly available. In addition, she has organ- 
ized a number of systems for giving me 
up-to-date information on sales. including 
one that several data processing organi- 
zations had said would be impossible to 
setup. 


Q. Never underestimate the power of a 
secretary! After all vou ve mentioned. our 
next question may he a foolish one, Does 
vour secretary have time to belong to any 
business organizations—or do you keep 


her 100 hus ve 


{. Don't you know that the busier a sec- 
retary is. the more she is willing to tackle? 
Jackie has belonged to the National See- 
1954. and we 


retaries Association since 


have paid for her membership and _at- 
tendance at seminars and workshops. She 
passed the Certified Professional Secre- 
tary s examination in 1955, and _ believe 
me. the know ledge she needed to earn that 
CPS rating has been given a thorough 
workout here. We also subscribe to vari- 
ous trade magazines and the Hall Street 
Journal. which she pours over and digests 


tor me. 


Q. What are the long-range advantages 
for secretaries in the flood brokerage bust- 
ness, Mr. Shorter? 


4. Here again, | will answer that in terms 
of my own secretary s experience. As my 


othice and executive secretary, 


she already holds the top administrative 


manager 


job in our company, so the long-range 
advantages consist of a continually in- 
creasing salary. In addition, she enjoys 
the prestige and satisfaction that come 
from doing a difficult job well. As the 
only woman on our management team, 
she has a real career here. one that she 
has earned by hard work, long hours, in- 
telligence, and concentrated effort. 


Q. That brings us to our last question. 
If vou were faced with hiring a new sec- 
retary, would you have any preferences 
for younger versus older SCC retaries or 


married versus single? 


4. | don't think a very young woman can 
properly handle a big secretarial job, be- 
cause she doesn’t yet have the necessary 
background, knowledge, and judgment. 
On the other hand, since the average age 
in our firm is lower than in most com- 
panies, | doubt that an older woman 
would be satisfactory for us. My secretary 








Continued on page 50) 
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THE SECOND GIANT STEP 


(Continued from page 25) 


secretary-supervisor. “If someone makes an error, | look 
at it as a chance to clear up a misunderstanding. Most 
people can take criticism if it is given properly. ‘Proper- 
ly’ means in private and as tactfully as possible. 

“The method that works best for me is the ‘sandwich’ 
technique. First, | compliment the person’s good points, 
then mention the mistake, and follow up quickly with 
another compliment to soften the blow.” 

She added, “Don’t be afraid to point out mistakes- 
it's part of your job. I let one error go by, and the girl 
kept repeating it. When I finally brought it up, she 
pouted, “How can that be wrong? I’ve done it this way 


for months.’ ” 


Eliminating Lost Time 

In addition to delegating jobs and educating employ- 
ees, the supervisor must keep the work flowing steadily. 
even though the volume may vary. This calls for plan- 
ning and the use of time to best advantage. To do so a 
Midwesterner lists jobs that come up periodically, such 
as reports, tabulations, form letters, mailings. She asks 
executives to notify her of impending jobs and to give 
her the material as far in advance as possible. During 
the peak periods, employees shorten their lunch hours 


and breaks; they get more time off when the rush is 


(Continued on page 56) 











NO NEED TO RUIN TEMPERS, CLOTHES AND HOSE 


For information about Tri-Dex and other products write to the 


BY INACCESSIBLE FILING! 
Now! Put Bottom file Drawers at Eye Level 


with New, Attachable Tri-Dex Triangle Index Tabs 
ares No more need for awk- 
— ward, clothes-ruining 

crouch and stoop to read 
~ {index tabs in lower lev- 
el file drawers. Merely 
replace old-fashioned, 
scratchy, battered metal 
with Tri-Dex Triangle 
File Tabs. They slant up 
and out to meet the eye! 
Put them right on the old 
folders or guides with- 
out emptying files. Or 
start afresh and attach 
Tri-Dex tabs to new fol- 
ders and guide cards. 
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OLD TOWN CORPORATION 
Brooklyn 38, N. Y. 


How can you make a 


Lastin 


Impression? 


Just as the latest fashion trend will create a good impression whenever you 
wear it, so too will OLD TOWN MPR—the carbon ribbon of Mylar* give your 
typing the impression your boss will be proud of... crisp...clean... print- 
like sharpness everytime! The MPR ribbon is easier to use and gives you twice 
the typing time over ordinary ribbons. 


To Always Make a Good Impression, Use OLD TOWN MPR Ribbons! 


Send for your free copy of “Seven Suggestions for Smart Secretaries” today. 
And above all, make your next ribbon an OLD TOWN MPR. Discover for yourself 
how easy it is to give your work that ‘‘lasting impression”’ look. 


*MYLAR is Du Pont's registered trade- 
mork for its brond of Polyester film. 


Please send FREE copy of ‘Seven Suggestions for Secretaries." 
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(Continued from page 48) 
is just a few years younger than I, which 
seems to be the best arrangement. 

While I know there are many married 
women doing a very good job in the busi- 
ness world. for our office a single woman 
is better. My has. no definite 
time for leaving the office but stays until 


secretary 


the job is done. This would probably 
cause complications if she had family re- 
sponsibilities. Then, too. | do not believe 
it is possible for a married woman, who 
must divide her loyalty between her home 
and her job, to have the same deep in- 
terest and sense of responsibility in her 
job that a single woman has. This is not 
due to any personal lack, but a divided 
loyalty cannot be as strong as a single one. 

SCENE TWO: The Secretary's Office 
Q. Jackie, vour boss. has told us some 
very fascinating and complimentary 
things about you and your job and we 
have a few questions for you. For in- 
stance, where do vou feel your capabili- 
ties are put to their best use? 


A, In the creative work | do preparing 
“selling” sales bulletins and price lists for 
our customers. This is a field where a 
little imagination can make all the differ- 
ence between a mailing piece that gets 
tossed into the wastebasket and one that 
brings in the orders. 


QO. What do you consider your greatest 
challenge? 

A. Dealing with personnel . walking 
that narrow line where you try to get the 
maximum service and output from the 
employees while still being considerate 
of them. After all, we owe double loyalty 
here—to our boss and to our employees. 


Q. Speaking of the boss. can you make 
any general observations about the execu- 
tive temperament, attitudes. and special 
needs that the pressures of business seem 
to create? 


A. Naturally, the executive temperament 
varies with the individual. All executives 
are under pressure, since they must make 
decisions that can earn or lose sums of 
money. Whenever the going gets rough, a 
secretary must simply learn to overlook 
bad moods, make allowances for the fae- 
tors that bring them on, and concentrate 
on the nice things her boss has done. 
There is nothing as stimulating as being 
associated with topnotch businessmen. 
After all, in order to get where they are, 
they have to be above average in intelli- 
gence, personality, and determination. 
Being associated with them is sometimes 
trying, nearly always hard work, and 
never dull. 


Q. Was there any particular area in 
which you had to brush up for your pres- 
ent job? 


A. Yes, | had to brush up on my account. 
ing. I'd studied it in school but had never 
actually used it. Also, although I had 
worked as an executive secretary before. 
this was the first time I had actually been 
solely responsible for hiring employees, 
setting their salaries, ete. It took trial and 
error before | learned how to choose the 
right people for us. 


Q. What advice do you have for those 
students and young women considering 
the food brokerage field? 


A. Well... it's only for those to whom 
a tremendous volume of work and con- 
tinuous pressure are a challenge, not a de- 
pressant. Both are always present. Aside 
from this, the qualifications are pretty 
much the same as for any secretary. A 
must is a knowledge of our native tongue 
—how to speak it, how to spell it, how to 
punctuate it. And a second must for the 
food brokerage secretary is shorthand. 
With all of the many facets of my job, one 
of the things my boss brags about to other 
businessmen is that I can take his dicta- 
tion as fast as he can talk, and then 
I transcribe what he really means to 
say. 

Also, if “from nine to five” looms prom- 
inently in a person’s mind, she should not 
plan to be a secretary, because a secre- 
tarial job is not one that can be confined 
to regular office hours. If the welfare of 
your employer's business is not going to 
come first in your life, then choose an- 
other field. for you will never be an execu- 
tive secretary. 


Q. There must be special compensations 
for the overtime work, deadline pressures, 
and other periodic strains, Jackie. 


A. Yes, indeed, there are many. Aside 
from the stimulus of working with top 
level businessmen, there are above-aver- 
age salaries, contacts with interesting 
people all over the country, and, of 
course, the opportunity to work on your 
own initiative. 


Q. All in all, you consider it a good field 
for a young woman to enter? 


A. Definitely! I have the most interesting. 
demanding. and rewarding job anyone 
could imagine. It requires constant flexi- 
bility, because what is exactly right today 
can be very wrong tomorrow. For keeping 
you alert and out of a rut, there's no busi- 
ness like the food brokerage business. 
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(Continued from page 47) 
“Are the 
standards sound?” Sound standards of 


agree on standards?” but, 
success consider basic human needs for 
love. admiration, and honest self-fulfill- 
ment first. It’s indeed a happy marriage 
in which husband and wife extend this 
privilege to each other. 

The wise woman soon learns that in 
her marriage. as well as in her job, there 
will be demands for her help and under- 
standing as a person and as a woman. 
Perhaps a secretarial position is one of 
the best spots for every girl’s natural 
hobby of man watching. A man supposed- 
ly brings the best of himself to his work, 
hut many’s the secretary who's weathered 
a temper storm, discreetly blocked a call 
to prevent upsetting an already unnerved 
hoss, or run interference right down the 
line to make her boss’ life easier. All she 
may get for this is a pat on the back 
(figuratively speaking) and a pay check. 
The same charm, good manners. mature 
judgment, common sense, sense of humor, 
etc., that characterize a good secretary 
can just as easily be the qualities of a 
vood wife. But just think of what her re- 
turn is here. First, last, and always, it’s 
love ... what it takes to make a woman’s 


world go round in the very rightest way. 





(Key to quiz on page 14) 


The Sound of Long E 

people: 1. 
Phoenix; 5. tea: 6. referee: 7. quay: 8. key; 
9, machine: 10. concrete. Note: The letters 
sounded as e are in italies. 


l. conceit: grieve; 3. 


Smail-Word Confusions 


1. Who's the player who's always asking, 
“Whose turn is it?” 2. 
your handbag? 3. It’s too early ‘+ 
ts books. 4. There's every .. 
They're certain to reach there first because 


Then I told... 


You're sure... in 
. to close 
. are theirs. 5. 
their car... 6. higher 
than mine. 


Divide Them 


l. prod-uce: 2. rec-ord: 3. re-fuse: 4. pro- 
ref-use; 6. f 


re-cord; 7. min-ute; 8. 


pres-ent; 9. pre-sent; 10. mi-nute. 


duce: 5. 


Tiresome Clichés 


1. the ordinary man: 2. is unsatisfactory; 


}. arouses my indignation: 4. the contenders 
do not like each other: 5. we are still in a 
precarious condition: 6. .re worthless: 7. is 


sheer nonsense; 8. wife: 9. is independent. 


What's the Difference Between— 


1. The palate is the roof of the mouth. A 
pallet is a bed of straw. A palette is a thin 
oval board, held over the thumb, on which 
an artist mixes his Intelligent 
means possessing quickness of understand- 
ing: intelligible, comprehensible. 3. Envious 
is feeling envy, whereas enviable means 


colors. z. 


using envy as “in an enviable position.” 
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SPECIFICALLY DESIGNED 
FOR 1 1E GIRLS WHO HAVE TO USE THEM 


Here, at last, is a secretary-oriented dictat- 
ing-transcribing machine designed to make 
your job simpler, more pleasant . . . and 
more rewarding. It’s simpler to operate. 
As easy to use as your typewriter. Just 
five controls operate all functions. All you 
need for transcribing, is one simple control 
—a foot pedal or a typewriter bar. Simpler 
to load: No more fumbling with tape thread- 
ing or belt loading . . . the exclusive Norelco 
‘35’ tape magazine does it for you, loads au- 
tomatically in just 2 seconds. Simpler to 
carry: . . . it weighs just 8 pounds. Much 
more pleasant to use: No-need to strain to 
hear words...the Norelco ‘35's’ better sound 





means clearer voice reproduction . . . for 
easier, faster typing, without fatigue. And 
much more attractive: The Norelco 35's 
modern decorator styling looks smart... . 
gives your desk a special mark of distinc- 
tion. 

Discuss the Norelco ‘35’ with your boss .. . 
he'll be pleased to learn that it costs only 
$179.50 (plus tax) complete with your 
choice of either dictating or transcribing ac- 
cessories. 

You can try the Norelco ‘35’ at your own 
desk and discover how much time and effort 
it can save you. For a free demonstration 
... Without obligation . . . mail coupon. 
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how the Norelco "aa will make 


Hicksville, Long Island, N.Y. my office dictation and transcribing 450 simple: 


pleasant 


Company 


In Canada, the Norelco ‘35’ 
is known as the ‘Philips’ dic- 
tating machine and is dis- 
tributed by Philips Industries, City 
Ltd., 116 Vanderhoof Ave- 
nue, Toronto, Ontario. 
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MANAGING 
AT CORONET 
(Continued from page 19) 
and anything else current right on my 
desk. These files are constantly updated 
to make certain we're not holding on to 
anything old. And when Mr. Glaser calls 
for the correspondence on the “space 
story, I can reach it and have it to him 
in less than a minute.” 
Judy. who handles the secretarial 
chores of Coronet’s Editor Lewis Gillen- 
son as well as for Managing Editor 


Glaser. learned typing and shorthand at 


the New York City high school she at- 


tended. Her first job was at the magazine 


Seventeen, where she worked in the ad- 
vertising department. 

“But I wanted to get into editorial 
work, so I kept watching the Vew York 
Times classified ads. When the opening 
at Coronet appeared, | applied—and it 
turned out to be right in the same build- 
ing. Mr. Glaser interviewed me.” 

Bernie Glaser recalls that he was im- 
pressed by her well-modulated voice, her 
excellent appearance, and her obvious in- 
telligence. “And after she'd been on the 


job for a while, | realized that her great- 
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est asset was a mind like a sponge. She 
seems to remember everything | say—and 
just stores it away until needed.” 

Judy, who is twenty-two years old, has 
been with Coronet for a year now. What 
are her plans for the future? “Well, | 
want to continue learning this business so 
I can get ahead. In addition to courses 
I take at night at the New School for So- 
cial Research, 'm always talking shop 
with my four roommates.” 

Judy shares a unique duplex apartment 
on East 52nd Street in Manhattan with 
four other secretaries. All of them are 
in the communications field. 

“It's a wonderful arrangement in many 
ways, says Judy. “First of all. it means 
a luxury apartment in one of the most 
desirable sections of Manhattan, at a 
cost | can afford. Dividing a high rental 
five ways is a real boon.” 

Judy also enjoys the walk across town 
each morning and evening. “Although P’'m 
a native New Yorker—Brooklyn, to be 
precise there's nothing to compare with 
the sights and sounds of mid-town Man- 
hattan. There’s always something new to 
see. and plenty of windows for keeping 
up with the latest fashions. ve become 
an inveterate window shopper—if not a 
buyer.” 

Finally, Judy explains, living with four 
gals in similar fields gives her a chance 
to compare notes and increase her own 
knowledge of publishing. “We're always 
discussing the latest circulation surveys or 
the make-up of various magazines. It’s a 
fascinating business, with many subtle- 
ties. And I’m continually learning.” 

Much of what she learns. Judy dis- 
cusses with Bernie Glaser, usually at the 
end of a busy day. “He's always willing 
to listen. Just yesterday, as an example, 
I noticed a young woman thumbing 
through the latest copy of Coronet. She 
flipped by some articles and stopped to 
read others. | mentioned this to Mr. 
Glaser and asked why we didn’t run more 
of the type the woman seemed to like 
and less of the others. But he explained 
that Coronet is published for a mass mar- 
ket—and there has to be a variety of 
features to appeal to both men and wom- 
en, old as well as young.” 

The days are busy for Judy and her 
boss. “But always exciting.” Judy re- 
minds us. “Coronet is an important 
magazine, and its up to all the editors 
to keep its contents fresh and sparkling. 
If | can help even a little bit, | feel I'm 
doing my job.” 

Today, Judy Lishinsky is a topnotch 
editor's secretary. Tomorrow—well, who 
knows, she may bear the title “assistant 


editor” herself. Let’s watch and see. 
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Laughter is an effective antidote, too. 
For instance, in a social club, a rumor 
yas spread about a certain woman who 
was running for office. One girl stopped 
the rumor when she laughed at it. “That's 
the most ridiculous thing I’ve ever heard,” 
she said. “It sounds like election-cam- 
paign talk to me.” 

Another good measure that Josie might 
adopt is the factual approach. Suppose 
that someone tells her a bit of gossip 
about Mary. Josie can turn inquisitor: 
“Who told you that? What evidence do 
you have that the story is true? It doesn’t 
sound right to me... let's go to Mary 
and really get the facts!” The gossiper 
will be glad to forget the whole idea. 

Though the rumormongers may be 
miffed momentarily by her refusal to lis- 
ten, Josie can win more friends than she 
can lose. Her co-workers will realize that 
they can trust her: nothing they tell her 
will be repeated. They ll also be assured 


that Josie will never talk about them. 





(3) When Josie finds that a rumor is 
heing circulated about her, she would be 
wise not to bother defending herself. Be- 
coming disturbed or trying to deny a 
rumor merely gives it stature. Josie can 
deal with the woman who repeats such 
a story to her by replying, “That's funny. 
| heard the same story about vou. but of 
course I didn't believe a word of it.” 

Whatever solutions Josie chooses, she 
should keep the proper perspective on 
the occupational hazard of office chatter. 
lt is no reflection on a secretary if she 
tells people that she is too busy to talk. 
After all. she has a certain amount of 
work to produce daily, and that should 
come first. It is more important to satisfy 
her boss with good work than to be a 
sounding board for those who like to 
hear themselves talk. The secretary who 
tacttully side-steps personal conversations 
earns a reputation for tending to business 

being discreet—two qualities that 
rank high with businessmen everywhere. 
Due credit: Our cover girl, ready to 
pass through the doors leading to sec- 
retarial success, wears a beauty of a 
dress by L’Aiglon. 
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SHEETS REINFORCED 
WITH "MYLAR'* 


ORDINARY 
REINFORCED SHEETS 


Sheets reinforced 
with Mylar’ lie flatter 
feed faster. . . cut costs 


No need for slow, costly hand feeding when you use sheets reinforced 
with ‘‘Mylar’”’. Tough, thin ‘“‘Mylar’’* polyester film reinforcing lets 
sheets stack evenly, makes possible economical, high-speed printing 
... up to 9,000 sheets per hour on standard equipment. 

Also, with sheets reinforced with ‘““Mylar’’ you can use less costly 
two- and three-ring binders and still cut replacement costs, insure 
against pull-out at the ring holes. 

Ask your supplier for sheets reinforced with “Mylar” today. You’ll 
be happy to learn they’re less expensive than the old-fashioned kind, 
The Du Pont Co., Film Department, Wilmington 98, Delaware. 


** Mylar” is Du Pont's reg 
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ester film. Du Pont manu fac- DU PONT ; 
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@ Stays put where you 
want it! 


es colors for easy color 
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use it OVER & OVER acain 


e Celluloid insert protectors! ——————~ 


e Self-punching... 
self-locking! 
@ Angled for easiest reading! 
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STIRRUP METAL PRODUCTS CORP. 
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STARLIGHT 
CASE and FRAME 


with every order 


\t jendship 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR "| 
or SO ror $2 


plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 244" x 3%". Satisfaction guar- 
anteed. Order today. 

EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6" Princess Portrait enlargement. 
Se 
FRIENDSHIP PHOTOS, Dept. P-10, Quincy 69, Mass. 

Please send me: 
25 “Shadowbox” Friendship Photos, from one 
pose... $1.25 enclosed. Also send Free Starlight 
Case and Frame. 
50 “Shadowbox” Friendship Photos, from one 
pose... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame 

I enclose photo, snapshot or negative which you will 


return unharmed. My money back, airmail, if I'm not 
completely satisfied 


(Please Print) —— — ——_ oo sms sos 












ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ony SLID 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pep. 110 


2607 North 25th Ave. @ Franklin Park, Ill. 
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THE DAUGTER OF TIME. Josephine Tey. Berk | 
ley Publishing Corp. paperback. 35 cents 
(mystery). 


The classic cloak and dagger maneuvers 
are executed here against an unusual 
of history and suspense. 
The place is fifteenth-century England 
where two royal princes are murdered 
in the Tower of London. Researching in 
the twentieth century, Miss Tey’s In 
spector Grant comes up with some in 


bac I. ground 


triguing facts and a far-from-traditional 
solution to a very traditional mystery. 


ASK ME ANYTHING. \V illiam Randolph 
Hearst. Jr.. Bob Considine, Frank Conniff. 
McGraw-Hill Book Co.. Ine. $4.95. 


Contains a highly informative and read 
able account of on-the spot interviews 
with Khrushchev and other prominent 
figures in the Soviet Union—interviews 
that won the Pulitzer Prize and the 
Overseas Press Club Award. Humorous 
touch is provided by the vicissitudes of 
an American reporters lot in Russia. 
e.g.. dodging the censors, a fire in the 
hotel bedroom, and “capitalist” Hearst 
playing jazz records above Red Square. 


THE WOMANLY ART OF SELF-DEFENSE. 
Louis S. Reel. P. O. Box 9274, Sacramento, 
Cal. 47 pp. $5. 


Author was instructor of combat troops 
in the Pacific theater of operation dur- 
ing World War Il. Tactics are based on 
Jujitsu 
measures. 


with other practical counter- 
Illustrations step-by 
these tactics should be ap- 
plied for best measure of success. 


shou 
Step hou 


HOW TO ACHIEVE WORD POWER. Norman 
Lewis. Pamphlet Distributing Co., 391 E. 149 
St., New York 55, N. Y. 15 pp. 25 cents. 


Enervated,. sycophancy. misogynistic, in- 
defatigable, anomalous—if you can’t 
translate them, then investigate them 
with this handy booklet. Includes a per- 
sonal reading and study plan for im 
proving your vocabulary, plus sample 
of rated vocabulary tests. A 
the wise... 


word to 


BASIC HANDBOOK OF POSTAL INFORMA- 
TION. Help-Your-Self Booklets, 32 N. Bayles 
Ave., Port Washington, N. Y. 15 pp. 25 cents. 


Tells the correct postage for surface and 
airmail letters and parcel post; how to 
send special delivery, certified, insured. 
registered, and C. O. D. mail: how to 
wrap and mail parcel post: how to send 
mail overseas: how to save time and 
money by using the mails correctly. 
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(Continued from page 24) 


market. And the people handling them, 
whether bankers or company trustees, 
have learned some special facts about 
them. 

@ Money is always flowing in— 
usually in predictable amounts, 
which permits long-range planning 
and averaging. 

@ Pension funds are tax-exempt. 
Pension funds—since they pile up 


over a long period of time—can be 





invested in things that take time 
to mature, as mortgages, for in- 
stance. 

@ Above all, the goal of any pension 
fund is first, conservation and only 
second, conquering the market. 

Corporate bonds and mutual funds are 
big outlets for noninsured pension fund 
investments, but the sure winner is com- 
mon stock. In 1957, such common stock in- 
vestments were 37 per cent of net receipts 
or $1 billion—making pension funds the 
higgest institutional buyer of stock in 
Wall Street. 

And the stock they buy?—mostly good 
old-fashioned blue chip, the safe and the 
reliable. This drives the price of such 
stocks up at the same time that it helps to 
stabilize the market. 

Investment in one’s own company is 
either strictly taboo or kept to a mini- 
mum. Investment in other companies 
either afhliated with or in competition 
with your own is also kept low—mainly 
by a lively sense of self-defense. Letting 
your rival run your business by voting 
large blocks of stock is not the wisest 
thing in the world. As for possible buyers, 
they are well aware of public opinion and 
of possible government regulations. 

Perhaps the biggest development of all, 
however, is vesting. This means that a 
secretary with some seniority who leaves 
one company—driven forth by the boss” 
dictating demerits—will have something 
to sustain her, i.e., all or part of the pen- 
sion she has earned by her past work. This 
sometimes takes the happy form of a cash 
settlement. More often, however, it is 
given as a partial annuity payable at 
sixty-five. 

Management is not always wildly en- 
thusiastic about vesting because of the 
cost. Only a minority of people now stay 
with a business long enough to claim it as 
an alma mater 





and claim that pension 
check as well-earned. Adding everyone 
else would add up to a king-size head- 
ache. 

Weighing in in the opposite corner of 
the ring—labor, taking (predictably) 
the opposite view. Labor holds that a 
worker is entitled to the pension funds he 
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has accumulated, since they are actually 
deferred wages . . . earned perhaps in a 
bargaining session with management. 

Still others, belonging to the upper 
echelons of neither management nor 
labor, feel that vesting gives the working 
force a mobility more in keeping with the 
spirit of this country than a rigid status 
quo. 

The practice of vesting is spreading but 
at the moment is still limited, with few 
exceptions, to the worker with years of 
service behind her. 

For that secretary and many like her, 
vesting is good news. And still another 
piece of cheerful tidings concerns, oddly 
enough, the rising living costs. 

To combat this, some companies now 
base benefits on either the final salary or 


the average salary of a worker’s last ten 
years. 

On the debit side of the ledger are the 
sad tidings that some companies do write 
escape clauses into pension plans. In a 
recent survey of 188 pension plans, the 
New York Insurance Department dis- 
covered that only 84 had plainly stated 
that benefits were not guaranteed, while 
70 implied (contrary to the truth) that 
such benefits were guaranteed without 
reservation. 

This may not be applicable to your 
company. In fact, it probably isn’t, but 
before planning your retirement spree you 
might check your own pension plans and 
the other investments subsidized by your 
pay check. Such knowledge is the best 
investment of all. 








Te modern refrigerator replaced 
the old-fashioned ice box. 
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GRASER STIK: 





The original grey ercser point 
—<alwoys best for erasing. 


has replaced old bulky erasers. 


If you are a professional Secretary or office worker, you surely 
know and depend on ERASERSTIK. This white-polished beauty 
which is shaped and sharpens like a pencil has changed America’s 
erasing habits. With EraserSt1k you Erase Without A Trace.® 
You remove a single letter without smearing the rest of the word. 
ERASERSTIK banishes “ghosts” and sloppy strikeovers. Many 
a girl has been elevated to a better job with more money because 
she had the good sense to use ERASERSTIK. At all good Sta- 


tioners. With brush—20c. Today? 


SAPHIR Hand Sharpener 


works like magic. Gives 
you the correct point 
on your EraserStik— 
then stops sharpening. 
If you use one, you 
need the other. Ask 
your Stationer. 


A.W.FABER - CASTELL Pencil Co., inc., Newark 3, N. J. 





The modern motorcar replaced 
the old Model T. 




















REG. TM 666.508 


Insist on the original and 
genuine EraserStik 
by registered 
trademark. Shaped 
like a pencil, it 
sharpens like a pencil 
toany style point 

you prefer—biunt, 
medium or slender. 














It's Electrifying! 
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“ELECTRIC LINE” 








Looks printed. But you typed it! Magic? Yep. 
Rugged carbons ’n ribbons custom-designed 
for electric Don’t fight, girls, — 
there’s plenty for everybody. 


machines. 


© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 
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(Continued from page 49) 


over. Ordering supplies before they run low and report- 
ing machine breakdowns promptly avoid delays at the 
crucial times, too. 

Even when the work load is lighter than usual, the 
smart supervisor keeps people busy. “If you don’t, they 
feel imposed upon when they have to buckle down 
again,” explained an office manager. “It’s not wise to 
let employees stretch the work either, because you never 
know when an emergency will crop up.” 

Some supervisors take advantage of slack periods to 
hold staff meetings and discuss problems, devote more 
time to training, assign fill-in work or housekeeping 
chores in the office. Doing work for other departments 
or assigning girls to them are other measures. 

The supervisor can impress people with the importance 
of making every minute count if she herself sets an 
example for punctuality and efficiency. Proper super- 
vision will then insure that they follow her lead. One 
woman used to work during the regular lunch hour, be- 
cause she could accomplish more without interruption. 
When the girls returned, she would go out to eat. But 
she found that this system gave her group “two lunch 
periods—theirs and mine!” Needless to say, she went 
back to a regular lunch period. 


Good supervision is indeed an art... one that mixes 
material factors with that most complex of entities. the 
human personality. To be a success in this field you 


need tact, time, and a large store of patience. 





AS GRACEFUL AS A SWAN’S? 
(Continued from page 32) 


firm throat muscles. Remove the cream, follow with a 
bracing skin freshener. 

Point #3—Make-up. Foundation will stay on you and 
off the neckline of your dress if put on properly. Its 
only when too much is applied or when it’s not thorough- 
ly blended that it rubs off. Use the same shade or one 
shade lighter than the make-up used on your face. Blend 
carefully over the neck, making sure that the whole 
“show” area is properly covered. A light dusting of 
powder, a whisk-off with clean cotton, and you're ready. 

Three points .. . leading to a neck line that will rival 
the swan’s. 
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Engraved 


DE Sk- n DOOR Markers 


The perfect gift for customers, suppliers and employees because it’s personal! 


DESK MARKER (shown o 
bove) 8°."x 2”. Engraved brass $ 95 
plate on-solid walnut base 


Engraved in solid brass, bronze or 
aluminum, with one or two lines 


name, name and title, etc 


postpaid 
Desk Markers have solid walnut DOOR MARKER Engraved 
| } brass plate 7” x 1". Special $ 95 
or birch bases, in your choice of wal 
ia \ stick-on backing stays put on 
nut, birch of ebony finishes 
, glass, wood, plaster, metal, etc. postpoid 


SATISFACTION GUARANTEED 
OR YOUR MONEY BACK 


Send today for free full-color 
catalogue and quantity discounts. 


No screws or holes to mar surface 
Fast Service — We Ship Within 48 Hrs. 
Spat ENGINEERING COM PAN ¥-— 
660-A Spear Bidg., Colorado Springs, Colo 
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lo aman (and a woman), employment 
agenev heads say the situation can’t last 

it must “stabilize downward.” Even in 
modern business, where recordkeeping 
and communication are increasingly key 
wtivities, dependent upon secretarial 
service, a job squeeze is bound to occur. 
Even a steadily expanding economy, such 
as is confidently predicted, barring catas- 
trophe, can absorb just so many new en- 
tries into the better levels of the clerical 
field. Secretarial jobs may not be scarce. 
hut we may never again see a repeat of 
the fabulous fifties. 

Removed from her stellar role, the see- 
retary of the sober sixties will have to 
learn, or relearn, the facts of business 
life... the old facts of integrity and 
some of the newer ones like automation. 
Not that electronic circuits are expected 
ever to replace the perfect secretary, but 
the imperfect secretary had better watch 
out. Instead of four or five little $50 a 
week juniors needed to file and run er- 
rands, one technician at a console will 
suffice. The others will more than likely 
he absorbed in systems control, far from 
the top echelon. 

In any normal job market, increased 
competition will, as usual, hit the un- 
skilled and the poorly skilled first. When 
machines enter the picture, there is that 
much more danger for Miss Inefficient, 
Miss Slovenly, Miss At ho-Cares. The job 
experts agree, however, that there may 
always be a shortage of good secretaries 
for top posts. And though the United 
States Bureau of Labor Statistics predicts 
in its Occupational Outlook Handbook 
that the clerical worker group will grow 
somewhat faster than the labor force as a 
whole during the sixties, increased costs 
will force industry and business to budget 
expenses by using automation wherever it 
hecomes practicable. 

Other competitive points to consider 
are the continuing decentralization of in- 
dustry and the influx into the secretarial 
job market of the older woman... a 
natural employee for exurban businesses 
and a strong rival for the good respon- 
sible positions. 

We don’t wish to paint too gloomy a 
picture. We'd just like to see that dazzled. 
greedy glaze removed from the eyes of 
upcoming business career hopefuls. 

We should like to believe that more 
realistic steps will be taken in the next 
lew years to gather significant facts about 
the work history of the modern American 
woman. Vocational guidance counselors, 
we hope, will be taking a leading role in 
this vital quest. Without convincing proof, 


(Continued on page 63) 
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,. every time I’m out to lunch — just to make 
sure none of the other gals requisition it. Thank 


goodness they're getting their own Olympias soon” 
Ye 





“Butch 


ouards 
my new 


R Olympia... 





A bit extreme—perhaps—but one thing is cer- 
tain, once you've tried all of Olympia’s out- 
standing features you'll never be satisfied 
with any other standard. Check your present 
machine. Does it have an automatic paper 
injector-ejector—spring-cushioned keytops—or 
an interchangeable carriage (to mention just 
three)? If not, you’re missing the handiest, 
most efficient typing aids a perfectionist 
could wish for. You'll like Olympia’s precision- 
built quality, too—your assurance of easy, 
quiet, trouble-free performance year after year! 


OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION. 90 WEST ST., NEW YORK 6, N. Y. 


Ji 








The greatest 
thing in 
carriages 

since 


babies 











high quality WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Fach sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultikKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company « 17 Amherst Street « Cambridge, Mass. 





BUSINESS WORDS | 
OF ANCIENT ORIGIN 


any of the words we use in secretarial practice today 
M have an interesting background, spanning twenty 
centuries or more. 

For example. the Romans used a lot of marble in their 
architecture. When inferior marble was quarried, it was 
often disfigured by pockmarks and fissures. Neverthe- 
less. unscrupulous dealers sold such marble at top prices 
by filling in the holes with a special hard wax that they 
colored to match the marble. Months later. the hot 
Italian sun would melt the wax. leaving the buyer with 
the pitted marble and the lesson learned of caveat emptor. 
This led reputable dealers to sell their product under 
the guarantee Sine cera—Latin for “without wax” —and 
from that proud trademark we got our word “Sincerely,” 
with its obviously related meaning. 





When letters were written on wax tablets in ancient 
Rome, mistakes were corrected by scraping off the wax 
with an iron instrument manufactured for that purpose. 
This was called the act of erasus. meaning the scratching 
out of the original inscription. Of course, today’s word 


is “erase.” 





Thousands of years ago the Arabian word gharbala 
meant the mixing of spices. Mixing several spices to- 
gether made it somewhat difficult to tell just what spices 
were in the compound. From that old Arabic word 
gharbala we inherited the Italian word garbellare, and 
it became “garbled” in English. How many letters have 
you transcribed where the words, like spices, seemed 


garbled or all mixed up? 





Early manuscripts were written in solid form, with- 
out any visual breaks. Then the Greeks invented the idea 
of putting a horizontal mark below each line that com- 
pleted a particular thought or subject. so the reader 
would understand the transition about to come in the 
manuscript. To name this particular mark. they com- 
bined their word graphos (meaning written) and their 
word para (by the side of )—and of course you can see 


how and why we got our modern word “paragraph.” 





To indicate the continuation of a split word on the 
next line, the Greeks used a hieroglyphic mark. To give 
it a name, they resorted to the phrase hyph’hen, which 
meant “joined under one’”—and our word “hyphen” still 
means a joining together (and when are you and the boy 
friend going to be “hyph’henned” in matrimony? ). 





In the year 1501, a famous Italian printer named Aldo 
Manuzio devised a slanted form’ of type to give his work 
special distinction. The sloping style became known in 
the printing world as /talicus. Later on it was used to 
give certain passages emphasis. Of course, today we 


refer to such an emphasized passage as being in “italics.” 
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Esterbrook Makes a Point—for Bess 


Wee Steno Bess was sent to see 
The personnel man at McGee. 
He sought the very best in town 
For busy, grumpy Mister Brown. 











“Bess,” he warned, “the girl we need 
Must take Gregg with engine speed. 
Correspondence will be VAST!” 


Bess said, ““Esterbrook is fast!” 


(What poise! Of course, she’s referring to Esterbrook’s 
comfort and smooth writing ability.) 








“Too,” he said, “‘and in conclusion, 
Mister Brown won’t take intrusion. 
Accuracy’s a must, I fear.” 


Bess said, ““Esterbrook writes clear!” 


(Always! Esterbrook’s Gregg-approved point (No. 1555) 
writes the even line so important for legible Gregg!) 





Mister Brown now cracks a smile— 
Work flows like the River Nile. 
“‘She’s a jewel,” he crows in praise! 


“Tl put that girl in for a raise!” 
(I should hope so!) 









Bess didn’t get a chance to mention that Esterbrook is the only fountain pen 

with a Gregg-approved replaceable point (No. 1555). (Just one of 32 
precision-made points. One for every writing need.) 

Or, that you can replace damaged points in seconds — for an economical 60¢. 










® 
Osterbrook —the only Gregg- 


approved pen with replaceable points. $1.95 and up 
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WALLET sy Ce 
PHOTOS PLUS 25« 


HANDLING 





60 for $2.00 plus 25¢ handling. 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 





FREE Beautiful Ah” X a 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21/2.” 

31". Send picture or negative with 
your order. Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 33, GPO Box 644, N. Y. 1, N. Y. 





ERASE WITHOUT A TRACE 


Spinning at 4500 rpm, the ‘‘Qwik Electra 
Eraser’’ eliminates ballpoint, ink, and typing 
mistakes without smudging. One letter at a 
time can be quickly erased with its thin tip, 
without marring idjacent characters The 
unique principle of the Qwik Electra Eraser 
permits smudge-free corrections to be made on 
multiple carbon copies, without the use of slip- 
sheets. Weighing six ounces, it is finished in 
handsome bronze color, operates on standard 
flashlight batteries, and is supplied with bat- 
teries and 11 replaceable tips. Price $2.98, ppd 
JET CORP. OF AMERICA, 3939 Germantown 
Ave., Phila. 40, Pa. 




















HANDCRAFTED ITALIAN-STYLE PUMPS— 


Now, slim Italian-styling in our smart 
handtooled shoes! Made for us in Mex- 
ico—with tapered heel and flattering 
pointed toe. In marveious, go-with-every- 
thing tan. Leather lined. Foam cushioned 
innersole. Sizes 4 to 10, narrow or 
medium width. High or medium-high 
heel. $14.95 Ppd. $3.00 deposit on 
COD’s. Send for free catalogue of ex- 
clusive fashions. Dept. TSH-10 


217 EAST TODD AVENUE 
REED CITY, MICHIGAN 






AMERICANA SHOP 





Memo To THE ban — 





Here’s a new way to ATTRACT ATTENTION at the office! 
Just wear the SECRETARY'S CHARM BRACELET with its 
twelve intriguing business office miniatures (only partly 
illustrated above). Among them are: TIME CLOCK, 
STAPLER, TYPEWRITER, PENCIL SHARPENER, SWIVEL 
CHAIR, TELEPHONE, ETC. Hamilton Gold Electroplated 
—$4.98, STERLING SILVER—$19.95, 14K Gold—$129 
Prices include postage, tax, gift box. ORDER TODAY! 
Money Back Guarantee. EXTRA FREE CHARM: On all 
orders received by December 3lst, we will include FREE 
a steno pad & pencil charm and our 56 PAGE lavishly 
illustrated catalog. 


PERSONALIZED GIFTS CO., Dept. 610-TS 
160 Fifth Ave., New York 10, N. ¥ 








PROFESSIONAL CAREER 
HOME STUDY COURSES 


mers 7 only $2.50 a week. Secretarial raph 

CP: PLS, business, civil service oaks gov 
erament clerical & many other fields Books rec 
ords, tapes, tests. Vocational testil 


¥ Write today for tree mental ability “te st & all 
new catalog of more than 300 courses. Business 
Research Associates, inc., P.O. Box 7093, Long 
Beach 7. California. 

















- STOP MAKING MISTAKES IN 
ErGaLliiskF 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up y 


our reading im- 
prove your spelling, acquire r 


eal writing skill, learn 
the “secrets’’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists without going back 
to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 

Career institute, Dept. E-14510, 30 E. Adams St., Chicago3 

















Cool Cats or 


dig 
FLICK A LINE 
it's PURR fect! 
$7.95 ppd. 
free folder 


FRANKLIN 


116% N 4th St. 
Louisville 2, Ky. 





COOL CATS (copy that is) 











ATTENTION ALL SECRETARIES 


For the first time, quality dictation practice rec- 
ords at a special mail-order price of $1.00 per rec- 
ord. These dictation practice records are available 
in 60, 80, 90, 100, 110, 120, 130 wpm: and in these 
subjects: Business, Legal, General Business, and 
Medical. Letters are different in each speed and 
each record is 12 minutes of dictation. STENO 
RECORDS are brand new and are an easy way to 
maintain and increase your shorthand speed. They 
are 45 rpm and unbreakable. 

HOW TO ORDER: Select speed wanted. Send 
$1.00 check or money order (in California add 4% 
sales tax) for each record. Order five get one free. 
This price is good for a limited time only, so order 
your records today. 


STENO RECORDS tetivwocs 27, ceiit 




















shopping 





LEAVE IT to the tea leaves with this 
fortune-telling teacup. In attractive white 
china with gypsy symbols: ring for en- 

igement, marriage; bell for unexpected 
news. Imported from Japan, complete 
with instructions. Hours of fun for all 

es. Not ours, but yours for $2.00, ppd. 
Just write to Peggy's Gift Shop, P.O. Box 
8941, Crenshaw Station, Dept. TS, Los 
Angeles 8, California. 





A SIGHT FOR SORE EARS, these Magi 
Mirror Movies. As each record spins, 
pictures on the dises are reflected on the 
sides of the Magic Mirror, animating the 
story. Introductory kit includes Magi 
Mirror and four children’s songs. Slip 
over the spindle of any standard 78 rpm 
phonograph. Send $3 to Magic Mirror 
Movies Co., Dept. TS, 64 Grove St., New 
(.anaan, Conn. 





TODAY’S SECRETARY 








I= 


-_\ 


this 
hite 


‘ted 
lete 
all 
pd, 
Box 
Los 





lagi 
pins, 
1 the 
x the 
lagi 
Slip 
rpm 
irro! 
New 








Spree 


ORIENT your” birthday celebration: 
around a birthday cake decorated with 
these wooden candleholders from the 
Orient. Different colors, adaptable per- 
sonalities make them suitable for any 


cake. Twelve to a box. §.69 a set: 3 sets 
$2.00. ppd. Write to Arthur Tracy, Dept. 
Ts. ( herokee Road, Pinehurst, North 


Carolina. 





BUTTONS AND BEAUS. A remedy for those 
prone to “hot under the collar” moods 

this Collar E.Z.E. Button. Just slip over 
shirt button and feel an added '/2 size of 
collar comfort. Transfers from shirt to 
shirt: invisible under tie. Two for $1. 
Write to Harris Products Co., Dept. A-38, 
$201 Oakford Ave., Baltimore 15, Md. 





TABLE TOPPING. This  spot-resistant 
cloth is treated with “Scotchgard” to 
repel water and oil-borne stains. Milk, 
gravy, coffee, etc., come off with a gentle 
blotting. Rayon and acetate cloth needs 


little or no irening. Choose your 52- by 
92-inch “Gem” pattern in white, pink, 
gold, or aqua. Cloth, $3: matching nap- 
kins, 50 cents each. From The Fair Store, 
Dept. TS, State, Adams, and Dearborne 
Sts., Chicago, IIL. 


) tober. 1960 
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' ste ernie 
Sircirt le 
Big Valuable collection of genuine ae stamps 
from more than 30 different countries in exciting 
far-off AFRICA! Weird spectacular stamps from the 
terror-ridden jungles of Djibouti, Congo Canni- 
baland, Ifni, Ghana, Liberia, Tanganyika, and many 
other regions of the Dark Continent. Brand New 
Issues, Ancient 19th Century . . . fabulous vari- 
eties picturing savages, native warriors, ferocious 
jungle beasts, man-eating reptifes. EXTRA! Big Bar- 
oy Catalog; Collector's Guide; other stamp offers 
or free consideration. Send 10¢ for mailing. 
ACT NOW! SUPPLIES LIMITED! 


H. E. HARRIS & CO., Dept. K100, Boston 17, Mass. 
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GLAMOUR HEELS 


Enhances appearance of your feet. Prevents frayed 
or split heels. Replaces need for new lifts. End 
costly heel repairs Rueged plastic tabs slip easily 
over heel. Stays tight without adhesive. Regular 
price 4 pr $1.00. 

SPECIAL INTRODUCTORY OFFER: 


One Pair each of 7 sizes, $1.00, All in same color, 
Transparent or Black. State color. Heel chart 
included with each order. No COD’s. 


TREASURECRAFT, Dept. 7A, Box 2296, Carmel, Calif. 





PANIC WHEN 
YOU TALK? 


A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can 
pay you real dividends in both so- 
cial and business advancement and 
works like magic to give you added 
poise, self confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
tions, or even in casual conversa- 
tions with new acquaintances, there 
are ways in which you can make a 
good impression every time you talk. 

To acquaint the readers of this 
magazine with the easy-to-follow 
rules for developing skill in every- 
day conversation, the publishers 
have printed full details of their in- 
teresting self-training method in a 
24-page booklet, ‘“‘Adventures in 
Conversation,” which will be mailed 
free to anyone who requests it. No 
obligation. Simply send your re- 
quest to: Conversation Studies, 835 
Diversey Parkway, Dept. 2827, Chi- 
cago 14, Ill. A postcard will do. 

















No need for you to be content with just 





another humdrum job. Hundreds of im- 
portant, exciting careers—with pay scales 
to match—are open to ambitious, intelli- 
gent women Advertising Commercial 


Art. Retail Merchandising. Secretarial. 
Letter Writing. Accounting and Book- 
keeping. And these are but a few. 

All it takes is training the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set your 
own pace, progress as rapidly as you like. 
You get personalized instruction 

Sound interesting? The world’s largest 


co rrespy ndence school will send you three 
valuable be oklet to help you plan a re- 
warding, well-paid career The booklets 


are FREE! No obligation. Just mail the 
coupon below. You'll receive: (1) 36- 
page “How to Succeed” career guide. 
(2) Career Catalog. (3) Sample I.C.S. 
lesson to demonstrate this famous method. 


res 





INTERNATIONAL CORRESPONDENCE SCHOOLS 


Box 15206J 


Please send me three books (1) “How to Succeed,” (2) sample 1. C. S. 
esson, (3) opportunity-catalog in subject checked below 

C HIGH SCHOOL (1 Good English CD Professional Secretary 
© Accounting Retail Merchandising (© Short Story Writing 
DC Advertising Magazine & Book illus. 1) Sketching & Painting 
© Commercial Art Business Management Other 


Dean of Women Scranton 15, Pa. 








Home Address 








City ___ione State 





FREE weppinG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations ©@ Trousseauy items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-401 
Chicago 42, Ill. 














Dervscnatlred 2 ) 
PHOTO #2 
CHRISTMAS $9 00 


CARDS Es 





Simply send your 
order with a nega- 
tive. (Send photo and 
50¢ if negative is 
not available). 








4 ," | 
FREE BLACK & WHITE ‘SAMPLE* 
Send negative, returned with double weight 
deluxe sample and new 1960 designs. 
*One sample per customer 

No Free Sample after November 25th 


rnoro canos LO.*1” 


SEE COLOR SAMPLE! Send color nega- 
tive or slide and 20¢, full color sample re- 
turned with new 1960 designs 


NO OBLIGATION: SATISFACTION GUARANTEED! 


PHILIPS FOTO CO. innanna kam 
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WHY 
CAN’T YOU 
REMEMBER? 


noted publisher in Chicago reports 
a re is a simple technique for acquir- 
ing a powerful memory which can pay 
you real dividends in both business and 
social advancement and _ works like 
magic to give you added poise, neces- 


sary self-confidence and greater popu- 
larity. 
According to this publisher, many 


people do not realize how much they 
could influence others simply by remem- 
bering accurately everything they see, 
hear, or read. Whether in business, at 
social functions or even in casual con- 
versations with new acquaintances, 
there are ways in which you can domi- 
nate each situation by your ability to 
remember. 

To acquaint the readers of this paper 
with the easy-to-follow rules for de- 
veloping skill in remembering names, 
places, figures, dates, business trans- 
actions, or even passages of literary 
content, the publishers have printed full 
details of their interesting self-training 
method in a 24-page booklet, “Adven- 
tures in Memory,” which will be mailed 
free to anyone who requests it. No obli- 
gation. Simply send your request to: 
Memory Studies, 835 Diversey Park- 
way, Dept. 2827, Chicago 14, Ill. A 


posteard will do. 





KILLT THE HAIR ROOT 


Destroy unwanted hoir PERMANENTLY. Use con- 
Ducane at home. When you hove read our 


My instruction book carefully and learned to use 

ig the new Mahler Epilator safely and efficiently, 
then you con remove unwanted hair FOREVER 
MONEY-BACK GUARANTEE (Our 76th Year) 





MAHLERS. INC. Dept 850V PROVIDENCE 15. R. I. 








s 9 Re Py 5 5 a ae anes : ; 
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CHRISTMAS TRAY CARDS 
Here's a novel way to send special greetings to 
friends at Christmas. Unusual 6 X 25%” ceramic 
trays are colorfully decorated in festive designs 
and colors. Get a set of two designs. each in a 
self-mailing box with space for greeting inside 


Wonderful gift idea, too. Set of two only $1.00 
postage paid. For free catalog of 600 gifts, write 
Adriane, Inc., 6-808 Finch Merchandise Mart, 
St. Paul 1, Minnesota. 











ARE YOU “IN THE NO’’? 


You'll move naturally, breathe freely, on and off your chair, 
reaching, stooping, through your whole active day in this 
bra that G-I-V-E-S !!! 

NO undercup bind—two separate cross-over bands for free 
motion, breathing. . NO pull or strain—Nylon lace cups are 
individually action set. NO rolling—spiral boning under arm 
for a comfortable anchor. NO riding up—Dacron leno elas- 
tic back is especially contour shaped to cling. NO cutting at 
shoulder ” portion of str ap is elastic 
BANDEAU X: 32 to 36A, 32-38B, 32-40C; $2.95. LONGLINE: 
32 to 38A, 32-40B, 34-42C; $3.95. Also CONTOUR (padded) 
BANDEAUX: 32-36A, 32-38B & C; $3.95. Postage FREE. 
Satisfaction guaranteed. Order TODAY. Dept. S-52 


ARMAND’S, 514 N. Lafayette St., Allentown, Pa. 





AUTHORSHIP MEANS PRESTIGE! Your short 
stories, articles, books, ploys, will receive 
our prompt sales handling! Write immediately 
for free literature! 


LITERARY AGENT MEAD 


915 BROADWAY, DEPT. TS, N.Y.C. 10 














Do You Make These 
Mistakes in English? 


— PERSONS say ‘“‘between vou and I” instead of 
tween you and me or use “‘who"’ tor “‘whom."’ Eve ry 












time you speak or w » you show what you are. Mistakes 
in English reveal lack of education, refinement. Real 
command of English will help vou reach any goal 
Only 15 minutes a day with Sherwin Cody's famous 
invention—-and you can actually SEk 9 im 
prove. It teaches by HABIT FORM. \TION makes it 
easier to do the RIGHT way Self ng lessons 
FREE BOOK. Lack of language power may be costing you 
thousands of dollars every yea See what Sherwin Cody's 
famous method can do for you; it costs 
nothing to find out. Write n¢ - tor free 
3°44 book, “How You Can Master woud Eng 
lish in 15 Minutes a Day.”’ ‘Lours v. 


KEMP, Director, Sherwin Cody Course in 
English, 17410 Central Drive, Port Wash- 
ington, N. Y. (No salesman will call.) 


Tore} 4 








A SHORTHAND REFRESHER 


While the supply lasts, you may obtain 
the Miniature De Luxe Edition of the Anni- 
versary Gregg Shorthand Manual for only $3. 
We have only 127 copies of this book, which 
is already a collector's item, and it will not 
be reprinted. 

For the secretary who studied from the 
Anniversary Gregg Manual and who would 
like to refresh his memory and improve his 
skill in shorthand, this pocket-sized De Luxe 
Edition is perfect. 

The book contains beautiful shorthand, a 
special index to brief forms, and it is dura- 
bly bound in silver cloth with gold lettering 

a wonderful treasure. 
Send your check and order to: 
TODAY’S SECRETARY 
330 West 42nd St., New York 36, N. Y. 

















BE AN 


Romance! Travel! Adventure! Fun! 


Train in just four weeks for exciting 
flight and ground positions. Free place- 
mene —, —— 35 airlines. Airtine- 

ained WRITE TODAY for 
FREE INFORMATION—FREE CATALOG. 


— ~“McCONNELL. AIRLINE “SCHOOL e 
1030 Nicollet Ave., Rm. A-100, Minneapolis, Minn. 

















Name Age 
Address Tel. No 
City State 
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1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual- 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX, Use 
them on stationery, books, cards, etc. 
1000 only $1. pod, SPEC ‘IAL-SAVE 
MONEY! ANY 3 DIFFERENT 
ORDERS $2, Satisfaction guaran- 
teed! Handy Labels, 1033 Jasperson 
Bidg., Culver City 1, California. 











REMOTE-A-MATIC lets you switch T\ 
channels on or off from any distance up 
to 25 feet. A boon for night-owl addicts 
who can now turn off the Late Late Show 
without getting out of bed. Send $2.98 to 
Superior Products, Dept. PB-TS, 43. FE. 
19 St.. New York 3, N. Y. 








"BYE, “BYE, BABY. He can travel with 
you, now that you can bring along his 
bottle in a warmer which plugs into the 
cigarette lighter (6 or 12 volts) of any 
ear. Fiberglas insulation that keeps for 
mula cold until ready to heat, too. With 
1-foot safety cord, is $3.50, ppd. Kidde’s. 
Dept. TS, 31-25 Steinway St., Astoria, 


Long Island City 3, N. Y. 





“QUIET, PLEASE!” How many times 
have you wanted to say just that to your 
scratchy LP’s? With Quiet, you'll have 
no more needle hiss or static build-up 
when you apply this lubricant-cleanet 
with handy applicator before each play. 
Quiet extends life of recordings, too. 
Send $2, ppd: to B. Watson Co., Dept. 
T-3, 220 Lawyers Bldg., Houston, Tex. 
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(Continued from page 57) 

it’s an extremely difficult task to acquaint 
or even interest a typical seventeen-year- 
old in the serious consequences that in- 
sufficient training or a bad work record 
will have on her future. Even with the 
facts, it will be hard to get her focused 
on her thirty-five-yearold self. 

But if hiring forces can be ever more 
exacting ... if it isn’t a cinch to get a 
good job today, a better one tomorrow, 
the interests of both employer and em- 
ployee can be generally benefited. 

Not only is there a need for additional 
education for the young, there is even a 
greater want of re-education for the older 
woman. 

So we can safely say that if you want 
to weather the competition, your first 
weapon, regardless of your age, is to per- 
fect your skills. Not only the traditional 
ones like typing, steno, spelling, grammar 
and punctuation, business machines and 
office procedure, but also the non-auto- 
matic, electronic-defying skills of tact, in- 
tegrity, business ethics, social aplomb, 
all of which make a 


human secretary well-nigh indispensable. 


and office loyalty- 


And there’s nothing wrong with having 
more than a casual acquaintance with 
current events, a complete knowledge of 
your firm’s position and goals, a handy 
way with a home budget, check stubs, and 
income tax forms. Ordering of flowers 
and gifts, planning luncheons for twenty, 
organizing itineraries, squashing gossip, 
and taking telephone messages correctly 
are also talents to be encouraged. 

With the competition that’s coming, it’s 
time to think of uniqueness . . . of making 
your abilities and training more concen- 
trated as to basic skills, more diffuse as 
to extra services, more distinctly personal, 
and therefore more valuable to your fu- 
ture employer. 





(Key to project on page 42) 


Letter | 


Line 2—investors: line 6—principal (prin- 
ciple is a fundamental truth or doctrine, 
while principal means first in rank), com- 
modity: line 8—municipal: line 11—is (in- 
formation takes a singular verb): line 14— 
analytical: line 15—prepares, analyses (the 
plural is needed here): line 21—experi- 
enced; line 25—beginning: line 26—no 
comma after pleasant 


Letter 2 


Line 1—wrote; line 2—received: line 3— 
permanent; line 5—unpleasantness: line 6— 
immediately: line 7—As of this date; line 8 

alternative (providing a choice between 
two things): line 10—attorneys: line 11— 
proceed (do not confuse with precede which 

eans to come before), necessary; line 15— 


Cordially 


October, 1960 


BUSINESS SCHOOL DIRECTORY 





CALIFORNIA 


ILLINOIS 





MEDICAL-SECRETARIAL 


A challenging snpertanity 


SCHOOL FOR 
MEDICAL SECRETARIES 


Approved by Son Francisco County Medical Society 
©12 MONTH COURSE Write: Claude S. Yates 
© ACBS ACCREDITED 1441 Van Ness Avenue 

4 San Francisco 9, Calif. 








FLORIDA 





Miami's Finest Finishing School 
ADELPHI susiness coucce 
“Where Students are Individuals” 
500-526 N.E. 79 St. Nr. Bisc. Bivd. 
Miami 38, Fla. 








Catalog 








meen 
7 "HONOLULU & 
* BUSINESS COLLEGE 
Oldest and Largest 


Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for a 


Business Schools v 
1178 Fort Street © Honolulu, Hawaii *' 
WGA dag hata eld 





CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 





Approved by National Shorthand Reporters Ass'n 








COMPLETE BUSINESS TRAINING 
Accounting—Secretarial—Machines 
Bulletin on Request 
Bernita Alderson, Director 
Certified Professional Secretary 
BROWN’S BUSINESS COLLEGE 
Accredited by the Accrediting Commission 
for Business Schools 
611 E. Monroe, Springfield, Il. 


MASSACHUSETTS 


GET INTO THE 
BETTER PAYING 
MEDICAL FIELD 


Become a MEDICAL SECRETARY #hrough 
HOME STUDY. Send for information to 


BOSTON INSTITUTE 
OF MEDICAL SECRETARIES 


25 Boviston Street Boston 16, Mass. 

















NEW YORK 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 











ONCE UPON A WALL 


—NOW ONE 





Portable—in 4 colors: 


Right instep with modern | Sve 
offices the Boston Cham- | Green 


ion Portable Pencil Sandtone 
harpener saves time... Gray 


builds efficiency. a 
BOSTON 
E3 


Order today from your 
C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 





local stationer. 








Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f——~MAIL COUPON TODAY~-~~ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Name 











| 

| 

| 
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_ City Zone__— State 
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How Much Can You Know 
About Stocks? 


You can and should know a lot more 


than most shareholders know right now. 

Let's say that you, Miss Sally Secretary. 
would like to buy some stocks. Perhaps 
friends have told you that a share or two 
of common stock in such-and-such a cor- 
poration pays good dividends. But you. 
being a smart young lady, want more ex- 
pert advice than that. Is there any place 
you can go—any organization you might 
join—that will give you such advice and 
protect your individual interests? 

Thére is. The United Shareholders of 
\merica was founded in 1949 as a non- 
profit organization to educate individual 
investors on management, legislation, 
and other areas affecting earnings and 
to provide a meeting ground where indi- 
vidual interests can be vested for protec- 
tion. It also serves as a representative of 
shareholders at legislative hearings and 
management meetings. With offices in 
New York and Washington, D. C., it be- 
gan a new membership drive in Sep- 
tember. 

That this organization can serve as a 
safeguard to you and to the millions of 
common stockholders in) America is 
proven by a survey it has just completed 
throughout the nation. Questioned were 
two thousand owners of common stock, 
and the survey revealed that 51 per cent 
of these could not name a single product, 
service, or kind of business engaged in 
by any company in which they own stock. 
An additional six per cent were misin- 
formed about what products bring in 
profits for the companies on their invest- 
ment lists: thus, the number of steck- 
holders who are ignorant of their holdings 
totals 57 per cent, 
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Benjamin A. Javits, lawyer and econo- 


mist and organization president, calls 


this figure “shocking.” adding that the 
that two-thirds of stock- 


holders are unfamiliar with the person- 


survey shows 
alities and methods of management. He 
pointed out that, far from reading annual 
reports, stockholders apparently “look at 
the handsome cover, pictures, and the 
latest dividend.” 

In view of the repeated warning 
New York Stock Ex- 


change and investment houses to investi- 


sounded by the 


gate before investing, 21 per cent ad- 
mitted they “usually” buy on the basis 
of casual recommendations of friends. 
Almost two-thirds revealed they buy on 
their own investment hunches: hardly 
anyone asks a lawyers advice. 

The report shows that in addition to 


being unknowledgeable. the average 
(American investor is a passive corpora- 
stock- 
holders’ meeting, never writes to the com- 
Of those 


have 


tion partner, never attends a 


pany in which he owns stock. 
surveyed, only six per cent sug- 
gested new ideas. Apparently, their chief 
participation in company management is 
to return voling proxies. 

And vel 
have a college education: all are in the 
brackets: the 


claim to understand the corporate state- 


three out of four questioned 


upper income majority 
ments they receive. 

But there is a bright side, for you 
who don’t want to be on the wrong-per- 
centage side of those two thousand. Mr. 
Javits has said that his organization will 
continue to report the information quo- 
tient of America’s stock buyers. He feels 
that at a time “when surplus earnings 
and savings are being invested overwhelm- 
ingly in common stocks,” this indicator is 


needed to protect savings. 





You can gain information on stocks on 
your own by reading the finance news in 
the papers, financial magazines, and in- 
vestment services publications. For ad- 
vice you might consult a broker, banker, 
investment counsel, or lawyer. 

Here's to stockholding a financially 
rewarding and knowledgeable occupation. 


Outfitting Elephants; 
Dressing Donkeys .. . 

This fall, Neiman-Mareus. Texas spe- 
cialty store, will have ready campaign 
ensembles for women supporters of Presi- 
dential hopefuls Richard M. Nixon and 
John F. Kennedy. stalls of 
both candidates outfits 


eight different ensembles, shown to them 


Executive 
selected from 
in Washington. D. C. This appears to be 
the first time a store has provided en- 
sembles for both political factic as. 
Kennedy campaigners will wear a skirt 
of flag blue, pleated or straight: white 
flannel blazer with blue piping and three- 
silk: red 


felt roller hat with blue streamers bear- 


quarter sleeves: ascot of red 


ing the names Kennedy and Johnson: 


short white gloves: red leather shoulder 
bag with two pockets for campaign litera- 
ture: and navy pumps. 

For Republican rooters: a white pleat- 
ed or straight Delgado skirt, topped by a 
Hag blue yachtsman’s jacket with three- 
quarter sleeves: scarf with red and white 
and blue and white polka dot corners: 
red Delgado beret with a Nixon-Lodge 


button at the base: white gloves, red 
leather drawstring pouch handbag with 
outside compartment: and pointed-toe 
navy pumps. 

To be both the Dallas and 


Houston stores, as well as by mail, the 


sold in 


ensembles were designed in fabrics to 
be wearable in any of the 50 states, in 
styles to be worn by women of all ages, 
and as separates rather than one-piece 
dresses in order to fit more suitably into 
wardrobes after the campaign. 
Neiman-Marcus began designing cam- 
paign uniforms last spring when the store 
was asked to provide an ensemble for the 
“Ladies for Lyndon”—supporters of Sen- 
to wear at the Democratic 
Edward 5. 


Marcus, executive vice-president of the 


ator Johnson 
convention. According — to 
Dallas and Houston stores, it was as a 
direct result of the popularity of the out- 
fit that the store was requested to present 
the series of fall costumes to both politi- 
cal parties. 

Does the election campaign, then, pre- 
sage the appearance of quadrupeds on 
the Ten Best Dressed list for 1960? So 
far. we've heard no comment from Nei- 
man-Marcus. 


TODAY'S SECRETARY 
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Mutual Centamatic Desk Punch A Model 300 Mutual Adjustable Hand Punches A Model 27 
There are 2-hole and multi-hole punches in the Mutual line, There are three hand punch models, which punch from two to 
carefully engineered to save you time. They offer you higher seven 14” holes. On two of these models, the heads click right 


Capacity, too. There are three models which center your paper into place (these are on the Spacematics!) ... or can be “parked” 
dutomatically (the patented Centamatic feature). Mutual ina jiffy. Mutual Hand Punches are lightweight. Their feathery 
punches are priced in line...and they last and last. balance in the hand makes them simple to use. 


“ey 


Mutual ... the first name in punches *¥ + = 


Mutual desk and hand punches are earning a top reputation 
} ¢ ] ] 
today. They are stronger. easy to use. accurate. and long 
lasting. Evervone who punches holes can have their own 
£ I 
punch for just a few cents a month! Make sure your next 


punch is a Mutual punch . . . with Centamatic paper center- 


PRODUCTS COMPANY, 


factirr 


INC. 
ing on desk punches: and Spacematic heads on hand ae eg e 
punches, which click into place. Mutual desk and hand 110 Barber Avenue. Worcester, Mass. 





punches are sold by almost every reputable stationery store. 
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thanks to her REMINGTON® Electric Typewriter 


And no wonder —electricity does the work—helps today’s 
smart women of letters turn out such beautiful work in so 
little time, with so little effort and so pleasing to the boss. 

Remington Fland 


DIVISION OF SPERRY RAND CORPORATION 





